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INTRODUCTION 
The purpose of this thesis is to point out the main features of 
present personnel selection practices pursued by private business finns 
in the United States and Colombia. To illustrate personnel practices in 
the United States the personnel selection policies of some of the inter-
nationally known and privately owned companies are discussed. 
Information has been obtained from both U.S. and Colombian firms 
about their different techniques in hiring people and it has been observed 
that with a few exceptions the Colombian enterprises do not have a definite 
and regular process technically adjusted to their present needs. 
Some patterns of personnel selection are explained which Colombian 
companies could follow to improve the rate of economic growth in Colombia. 
To meet this goal having the right people in the right place is essential. 
Through this paper an effort will be made to prove how efficiency 
increases when applicants have been carefully selected. We intend to set 
up specific recommendations for the elimination of inefficient selection 
practices. 
It is interesting to define what personnel selection is: 11 in its 
restrictive meaning, selection, is the process by which potential employees, 
recruited from various sources, are examined and separated into two classes, 
1 those to be employed and those who are not to be accepted". As it can be 
1nale Yale, Personnel Management~ Ind. Relations (New York: 
Prentice-Hall, Inc., 1948), P• 182. 
noted the selective process is a negative one. Essentially it consists of 
a procedure for identifying and eliminating those who are not believed to 
be appropriate candidates for available jobs. Selection is directly re-
lated to recruitment, which supplies the people from which selection is 
made. 
The policies of both Colombian and United States business firms have 
been analyzed. The analysis leads to the conclusion that personnel prac-
tices are not too efficient in Colombia. Finally, certain recommendations 
for the improvement of these practices in Colombia are discussed. 
It also should be said that there are some limitations in this 
study. There is lack of information on particular personnel practices 
and not many books have been published in Colombia concerning personnel 
policies of business firms. There is also a limitation of periodicals 
and material found in the Forsyth Library on South .American privately 
owned industrial enterprises. 
CHAPTER I 
Personnel Selection Practices of American Business Finns. 
a. Objectives 
b. Most common sources of labor 
c. Procedure: 
1. Steps 
2. Information sought on the application form 
3. 'Who does the interviewing 
4. Reliance upon interview 
5. Reliance upon recommendation 
6. Tests 
7. Reliance upon tests 
8. Who makes final decisions 
9. Physical examination 
10. Placement 
a. Objectives 
Undoubtedly the objectives of all kinds of business firms are the 
same: make profits. But to obtain profits it is necessary to produce 
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at the lowest cost possible and this means high efficiency in production. 
Skillful workers and capable executives operating machines and directing 
the activities in the company are needed as well as the sincere interest 
to make the institution bigger and more prosperous. These objectives 
are obvious in each company and the best way to achieve them is to hire 
the most qualified candidates to do the job for which they are most suited. 
From a number of companies the following statements have been ab-
stracted to indicate the main objectives of their programs of selecting 
personnel. General Motors Corporation states, 
We recognize the advantages of selecting the workers carefully 
and fitting them to the position to be occupied. At the same 
time we try to avoid the casual faults of the job filling procedure. 
We also do not show the tendency to avoid the tedious work that 
is necessary for careful selection and the common and dangerous 
actions of many persons who believe they can identify desirable 
applicants by personal observation and are able to determi1e, 
without assistance, whether the ca~didates have a wide range of 
abilities and capabilities or not. 
Aluminum Corporation of America, states on the objectives of its 
personnel policy, 
Our present day procedures attempt to avoid weaknesses of 
selection such as personal bias and prejudicial, favoritism, 
unreasonable preferences for one group or another such as re-
ligious denominations or fraternal groups. The function of 
selecting involves a careful correlation of human character-
istics and job requirements to the end that the individual may 
fit the job. Such a process requires for its efficient opera-
tion a well tailored job analysis and a recognition of indivi-
duals's talents.3 
2The College Graduate and General Motors (Publication of the Company, 
Detroit:General Motors, not dated), p. 9. 
3! Carrier for you with Alcoa (Publication of the Company, 
Pittsburgh: Aluminum Company of America, 1961) p. 16. 
The .American Investment Company in one of its publications and 
under the title of "selecting", states, 
After the recruitment have furnished enough people to make 
a selection, the more important task is faced and this is to 
select the right person. Improper selection increases turnover 
and turnover breaks down growth. Since we improved our select-
ing methods ten years ago, the company has not had strikes or 
high turnorer and our groi-rth in operations has been considerable 
increased.l.1-
United States Steel Corporation of Pennsylvania in its "Paths o~ 
Opportunity" states, 
Our company wants people on jobs as steady employees, and 
endeavors at all times to provide uninterrupted employment. 
Management is responsible for good selection procedures in the 
same way that it is responsible for other management practices 
in the factory. Selection practices must be observed and 
evaluated on a continuous basis, and appropriate measures must 
be taken where they are needed. Our present hiring methods can 
be improved. In some instances we have experienced difficulties 
in hiring new employees because of limited manpower sources, 
however, in most cases, when help is needed, we simply open 
our doors, interview, and hire job applicants. This course of, 
action restricts our opportunity to obtain desirable employees. 
Finally, the Owens-Illinois Company of Ohio in its "Aims and 
Functions 11 states the following objectives of its personnel selection 
program, 
A soundly conceived and well administered personnel program 
can contribute to the efficiency, teamwork and morale of 
people working together. Simply put, the main pu...-pose of such 
a program is to select, place, train and motivate people to 
work with understanding, cooperation, trust and confidence in 
each other. The principle of the square deal in daily prac-
tice for all people - on all levels - from top to bottom -
plus decent, considerate, and understanding treat.~ent, also 
on a daily basis and for a long pull, is the very bedrock of 
a good people's program.6 
4American Investment Company, Recruiting, Selecting & Training 
Employees. From the Manual for Employees, Unit IX, p. 5. -
3 
'Path of Opportunity (Publication of the Company. New York: United 
States Steel Corporation, not dated), P• 11. 
60wens-Illinois Co. Aims and Functions (Publication of the Company, 
f'\\...4 - • ('\T ... "'t"'\C,O_ T1 7.; Y'\r'\; c (' n ,~ ~. 
It will be interesting to list the sources of personnel most fre-
quently used in U. s. which later will be compared with those used by 
Colombian companies. 
b. Most Common Sources of Labor 
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As a general ruls e, American companies use the same sources of labor. 
The American Investment Company of Illinois in its publication related 
with recruitment and selection processes, lists the different sources of 
labor used by their personnel department which gives a good idea of what 
is used in the u. s. The sources of labor are: 
Recruitment through employees 
"When a job vacancy occurs or the staff is to be increased, the 
manager should first consult his own people. The percentage of qualified 
and successful people brought into this organization through the referrals 
of present employees is higher than that of any other source. 117 This 
company by means of "Introductory Cards" such as "Have you~ your 
friends?", seeks to help managers recruit through present employees and to 
help employees perform a function which is extremely satisfying to many of 
them - that of recommending a friend for employment. When needing an em-
ployee, they state, that the manager should give each of his employees 
one or two of the referral cards, plus several copies of the brochure, 
"! Future with Security". If an employee should refer someone at a time 
when there is no opening in the office, the applicant is to be referred to 
other managers in the area who need employees. 
1 . American Investment Company, _£E. cit., pp. 2-4. 
Recruitment through employment agencies 
In most communities, employment agencies cannot be expected to 
make referrals unless they are regularly contacted and are given ideas 
and material to assist them in their efforts. Quite often specialized 
openings are fulfilled through this kind of recruitment tool. Such is 
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the case of Cit-Con Oil Corporation of Louisiana which cites, "On certain 
jobs - stenographic as well as technical - we notify the Louisiana Employ-
ment Service for our needs and they send to us screened qualified pros,ects 
to supplement those that have already applied. 118 
Also, there are companies whose policy is to hire only those who 
come from the employment agency. This is the case of Adams Engineering 
Co., Inc. of Florida which says, 11 0n some occasions we will make contacts 
with other sources but only when the State Employment Service cannot ful-
fill our requisition."9 
Recruitment through customers 
"Our customers can be excellent sources of new employees, ,;i.ostates 
the Personnel Department of American Investment Company. Certain customers 
will be interested personally and many will have friends who could be 
interested. 
The same opinion is given by the Director of Industrial Relations 
of Behr Manning Company of New York for he states, "Our reputation in 
the connnunity brings many applicants to our employment office, including 
8From the answers to the questionnaire given by the manager of 
personnel of Cit-Con Oil Co. of Louisiana. 
9From the answers to the questionnaire given by J. O.Grady personnel 
director of Adams Engineering Co. Inc. of Miami, Florida . 
1OAmerican Investment Co.,~- cit., p. 3. 
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friends and relatives of our current employees.1111 
This means of recruiting people through customers is frequently 
used among American companies and it is considered one of the most important 
sources of personnel. The Ball Brother's Company Incorporated of Indiana, 
for instance, recruits technical people in the "Space Sciences" at Conven-
tions and by letters to customers and friends of current employees as this 
method has proved to be effective. 
Recruitment through Help Wanted Ads 
Probably the most common form of recruitment is the ''Want Ad" in 
the classified section of a newspaper. Also, as The Carter's Ink Company 
of .Massachusetts concludes, 1'We feel that newspaper advertising provides 
the broadest canvass of the market. 1112 As a matter of fact, this means of 
recruitment is well known and extensively used throughout the country since 
85 per cent of our respondents reported this method of recruitment. 
Recruitment through Schools & Colleges 
This method of recruiting personnel is widely used and i ts use may 
increase as College placement facilities become better. The general 
thought is that it is one of the best ways to select potential managanent 
people or personnel with specific qualifications. 
There are some companies which wamly defend this type of recruit-
ment because of its effectiveness in finding labor. For instance, The 
Bassick Company of Connecticut, textually writes, "Special techniques 
usually are expensive but are sometimes necessary as the only means of 
11From the answers to the questionnaire given by the personnel direc-
tor of Behr-Manning Co. of Troy, New York. 
12From the answers to the questionnaire given by J. Tusher personnel 
director of The Carter's Ink Co. of Cambridge, Mass. 
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attracting people. College recruitment is expensive but necessary. 1113 
Also, Standard Oil Company of California in relation to this source 
of hiring people, states, 
Our company obtains professional candidates from two sources: 
the first is through universities and colleges throughout the 
country and interviews through college placement offices on 
campus; the second method is through college placement offices 
on campus; the second method is through interviews of candidates 
who drop in at Home Office. The bulk of our candidates is ob-
tained through our college recruitment program. We pref er this 
method, since by selecting the schools and the departments which 
have the largest number of candidates in the fields in which 
we have interest, we have been_~ore than successful in filling 
our professional requirements.14 
In the same way a number of business finns hire students who will 
be graduated at college or high school, especially those recommended on 
the basis of ability by the guidance counselors. 
Recruitment through walk-in applicants 
This unsolicited source of manpower is quite common and of great 
importance especially to companies which have a good reputation as being 
a good place to work. The ways in which companies obtain applicants are 
through the mails and in person without any effort on the part of the 
employment department. Usually, it has been noti ced, companies do not 
pay a great deal of attention to these candidates but at the same time do 
not ignore them. 
As examples, it may be said that walk-in applicants are the third 
richest source of labor for AMP Incorporated of Pennsylvania. In the 
13 . From the answers to the questionnaire given by the personnel 
director of The Bassick Co. of Bridgeport, Conn. 
14From the answers of questionnaire given by R. E. Rodman professional 
employment officer of Standard Oil Co. of California, September 1962. 
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case of Central Maine Power Company most of the new employees are recruited 
through applications made direct to the company. Also for Bimingham 
Trust National Bank of Alabama, the walk-in way is the main method to hire 
what they call "other openings" as in contrast with "specialized openings". 
c. Procedure 
1. Steps - The general procedure in hiring people is more or less 
the same for every company. Some have a longer period for evaluation and 
judgement of the new applicants; others have simplified the whole process 
in two or three steps which they considered sufficient in order to lmow 
the qualifications of the candidate. 
The American Broadcasting Company uses the following general pro-
cedure which represents in detail a widely used selection process i n 
this country: 
The first step in the selection process is the short preliminary 
interview (screening interview) after the applicant fills out the 
introduction card. At this stage, it is determined briefly whether 
the applicant's general experience and qualifications ,.ualify him 
for consideration for present or future openings. If he or she is 
so qualified, tests (steno and typing) are administered, where 
applicable, and a larger application form is filled out upon satis-
factory completion of the above tests. This is the stage where 
the applicant is most likely to be rejected for reasons such as 
poor employment record or unsatisfactory skills (stenography and 
typing). The next stage is a longer 11evaluation11 interview to 
determine related experience, type and level of duties performed. 
We look for evidence of ability in promotions, increases, length 
of time in jobs and references from previous employers. Suitabil-
ity for the job is appraised by examining level, extent and rela-
tion of experience to job at hand, likes and dislikes, similari-
ties and dissimilarities as they apply to the job in addition to 
reasons for seeking new employment. If the applicant is found 
satisfactory, references from his past employers are obtained by 
telephone or telegram. The candidate is then referred to the super-
visor or department head for further interviews. From a group of 
qualified candidates, one is selected by the supervisor in con-
junction with the Personnel Department. His employment is sub-
ject to a physical examination administered by the Company 
Medical Director to evaluate physical and medical capacity to 
perform job requirements.15 
2. Information sought on the application form - All the firms 
use an application form in order to have basic information on their em-
ployees in the records kept by the company. Here is an example of that 
information. 
The main type of information sought on the application form is: 
a. Identification: name, social security number, marital 
status, present address, permanent address. 
b. General Personal History: birthplace of the applicant, 
date of birth, age, race or color, sex, height, weight, color 
of eyes, color of hair, complexion, citizenship, religious 
preference, birthplace of father, birthday of mother. 
c. Position sought: department in which position is sought, 
specific position sought, salary expected, actual occupation. 
d. Education: highest grade completed, major studies, name 
and address of college or university attended, degree, other 
education or studies, foreign language knowledge. 
9 
e. Experience: former employers, name and address, kind of 
work, monthly salary, date started, date left, reason for leaving, 
additional remarks. 
15 From the answers to the questionnaire given by the personnel 
director of American Broadcasting Co. 
f. Military Record: branch of service, date of entry, date 
of discharge, kind of discharge, highest rank or rating, train-
ing schools. 
g. References: names, addresses, city and state, telephone 
number. 
h. Certification: signature of applicant. 
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J. Who does the interviewing? - Usually, there are two or three 
employees of the Personnel Department who do the bulk of the interviewing. 
It is common to find one Employment Manager who is concerned predom-
inantly with higher level positions and two Personnel Representatives 
who do the remainder of the interviewing. There is a formal training 
program for these jobs as 60 per cent of companies reported; besides, the 
incumbents are qualified by previous personnel experience, and/or educa-
tion (graduate training in Industrial Psychology & Business Administra-
tion), and by on the job training. The thorough knowledge of the company 
that is required by the position is a function of time on the job. 
In the companies operating in several st ates through the country, 
in the branch offices, the manager does the interviewing and, in the 
Home Office, the Personnel Department handles this function. 
Westinghouse Electric Corporation of Massachussetts has a little 
different understanding of the functions of interviewing. Its policy 
is as follows: 
The interviewing of candidates is done both by the Industrial 
Relations Supervisor and the supervisor of the area in which 
the open position has occurred. It is felt that this practice 
is desirable since the Industrial Relations interview can re-
ject those candidates which are obviously not desirable for 
company employment based on their past employment history. 
For example, a man who has been repeatedly discharged for intox-
ication would not normally be considered for employment at this 
location. By having the second interview with the ar ea super-
visor, we can determine exactly what skills the man possesses. 
This gives both the applicant and the supervisor an opportunity 
to meet and discuss information relative to the position prior 
to actually beginning on the job.16 
11 
The Bank of Hawaii interviews new employees in this way: male 
candidates are interviewed by the Personnel Officer and female candidates 
are handled by women interviewers who receive 11 on the job" training. 
The Sun Oil Company of Pennsylvania and American Scientific lab-
oratories of Wisconsin have a staff of recruiters employed in their 






These recruiters do most of the recruiting on college level and make 
arrangements and interviews at the campus. 
An important fact of the American companies is the qualification 
of trainee interviewers working in the personnel departments. Robert W. 
Jolly in his Summary of Campus Recruitment says about the interviewers 
of U.S. business firms, 
Recruiters generally regard placement directors as well quali-
fied for their assignments. Usually the placement head is an 
alumnus. Often he holds advanced degrees. At many larger insti-
16 From the answers to the questionnaire given by the industrial 
relations manager of Westinghouse Electric Corp. of Massachusetts. 
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place complete reliance on them in deciding mich candidates should re-
ceive offers. However, if the reconnnendations came from an employee 
whose employment status was considered as barely satisfactory, it would 
not carry any weight. 
6. Tests18 - The use of tests in personnel selection is wide be-
cause of their recognized importance in evaluating certain qualities of 
individuals to be hired. Let us take a look at the different testing pro-
grams of this country. The following tests are the most often given: 
1. Wonderlic Personnel Test 
2. Bennet Short Employment Tests (verbal, numerical, clerical) 
J. Kuder Interest 
4. Otis Intelligence 
5. Guilford Zimmennan and Benreuter Personality 
6. Minnesota Clerical and D.A.T. Battery Aptitudes and Skills 
7. C.A.-Z- Clerical Aptitude 
8. Rock Sales Situations Test 
9. Purdue Peg-Board Personal-Social Aptitudes 
10. Miller Analogies 
11. A five minute copy typing test 
12. A ten minute shorthand test using speeds of 90, 100 and 
110 wpm. 
18Gertrude H. Hildreth, A Bibliography of Mental Tests and Rati~ 
Scales (second edition; New York: The Psychological Corporation, 1939, 
PP• 295. 
See also, Oscar Krisen Buros (ed.), Mental Measurement Year 
Book (Highland Park: The Gryphon Press, 1959), pp. 1292. --
14 
Testing in connection with recruitment and in relation to selection 
is a subject about which many industrial employees tend to have strong 
and, often, subjective views. Unfortunately, the opinion of many top man-
agement men (this does not, of course, apply to professional personnel 
people) is frequently either that psychology has "nothing" to offer in the 
assessment process, or else that tests are "infallible" and should serve 
as the sole criterion in selection. 
7. Reliance upon tests - The controversy is still strong concern-
ing the amount of reliance to be placed upon tests. 
"Tests are valuable when properly administered. and interpreted11 , 19 
says the Personnel Director of The Carter's Ink Co. of Massachusetts and 
he continues by saying, "They (tests) primarily give added insights which 
supplement interview findings. They are predictive of failure in some 
cases and, provide limited prediction of success in others. But taken 
alone they measure some facets of complex personality and are not sufficient 
20 for employment judgement." The Personnel Department Director of The 
American Can Company of New York, states, "Obviously specific skills 
tests for such jobs as stenographer, typist, street truck driver, etc., 
are controlling. If the girl cannot type or the man cannot drive a truck, 
he or she does not get hired. Other tests merely supplement the inter-
viewer's judgement. 1121 
l9The Carter's Ink Co. See footnote No. 12 
21From the answers to the questionnaire given by R.H. Seymer, 
assistant employment and plant training of American Can Co. of New York, 
August 1962. 
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The American Investment Company states, 11Applicants must make our 
minimum scores (at least) or they won't be hired. 1122 
The Standard Oil Company of California snwer the question a bout hex,, 
much reliance they put on tests, categorically, 11 none 11 • 23 The Bank of 
New York also uses one word to answer the same question, "Some". 24 
The Avondale Shipyards Inc. of Louisiana states, 11 The applicant has 
to pass Welding Test or will not be hired. 112' 
Finally, the Behr-Manning Company of New York implies, 11 \ e take 
them (tests) with a grain of salt. Sometimes we hire a candidate we think 
looks good in spite of poor showing on test. In these cases we seem to 
be guessing right more often than not. 1126 
8. Who makes final decision? - The final decision is usually made 
either by the Personnel hanager or employee's potential supervisor where 
the opening has occurred, however, in some cases the General Manager will 
voice his opinion and the final decision is made jointly. 
9. Physical examination - A physical examination is given after 
the interviews have been completed. It is designed to give the company 
infonnation about the physical limitations which the applicant may show 
as well as those which are not apparent. It is well accepted by everyone 
that the examination is of benefit not only to the company but also to the 
22 From the answers to the questionnaire given by James F. Helms 
personnel director of the American Investment Co. of Illinois, August 1962. 
23The Standard Oil Co. of California. See footnote No. 14, 
24From the answers to the questionnaire given by the personnel 
director of The Bank of New York. 
2'From the answers to the questionnaire given by the personnel 
director of Avondale Shipyards, Inc. of Louisiana. 
26The Behr-Hanning Co. See footnote No. 11. 
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pr ospecti ve employee. In some instances, the candidate is made aware of 
defi ciencies unlmown to him and also at the same time he is qualified for 
parti cipation in the group insurance program. 
Few companies do not give a physical examination due to their type 
business (all office jobs) but, occasionally they do request a doctor's 
statement if suspected that an applicant has been ill. 
10. Placement - This is the final step in the employment procedure. 
The induction procedure of a large number of employers provides that the 
new employee signs all kinds of employment cards such as payroll forms, 
social security and the like for purposes of tax deductions. He is then 
given essential facts concerning company history and policies of the 
company toward its employees are discussed. Later, the new employee is 
intr oduced to the superintendent for explanation of the work of the depart-
ment and its safety rules. Employee services such as all recreation facil-
ities are then discussed with the worker. 
In many companies it is observed that the step of placanent is in-
volved with a general one called "Orientation or Induction of the worker 
to the job11 • Here the newly hired employee is informed about the company, 
its rules and procedures, social security plans, job requirements, and 
through the introduction to his new fellow employees, the management tries 
to win his confidence and good will. 
In this first chapter there are some conclusions that may be pointed 
out. First , it is a fact that most American firms have an organized per-
sonnel department which render important assistance to other departments 
in the handling of their personnel functions. 
17 
Next, the obj~ctive of the personn 1 selection practic s 01' United 
tates compani is the adequate fulfilment of the job rcquir ments, 
which is, tho fin ding of the r · ght m n. 
As a thi d conclusion it may be said that the practice~ of pernonnel 
of American business firms clos ly follow what we c 11 sound practicus of 
Personnel Selection, the subject of the second chapter. 
Finally, there is no doubt that one of Lhe reason3 expl tning 
the high efficiency of U .. private firms s their well tailored p rsonnel 
selection programs. 
CHAPTER II 
Sound Personnel Selection Practices 
a. Objectives 
b. Sources of Labor 




Undoubtedly the main goal of a modern persormel selective program 
is to make use of every available means to find individuals with the 
qualifications, abilities, characteristics and interests disclosed by job 
specifications. In other words, after the recruitment efforts have 
attracted a reasonable number of the right kind of people for the job 
offered, it is faced with the more important task of selecting the right 
person. Obviously, if the right person is not selected, it cannot be hoped 
that the job will be done properly and it cannot help but increase the 
employee turnover figures. 
To illustrate: If a man does not have aptitude for a particular 
company's business or if a girl does not have the basic skills necessary 
to handle the work assigned her, dismissal is inevitable. On the other 
hand, if an individual's ambitions or aspirations cannot be satisfied in 
a type of activities, he resigns. Hence, any way in which this is con-
27 
sidered, poor selection is 11 the parent of turnover". 
Companies should seek constantly to get the right person in the 
right job from newly hired employee to president. A complete series of 
selection, employment, training, and salary programs should exist in each 
company to accomplish this goal. Later employees should feel that they 
are considered companies' most important asset. 
As a general personnel philosophy, people ought to be hired on the 
basis of individual merit and never mass hired for jobs that do not exist, 
in order that firms will steadily improve its manpower resources by 
27 ·t 5 American Investment Co.,,££•~-, P• • 
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recruiting personnel with the required qualifications. Moreover, it is 
very important to think ahead in selecting people in order to avoid last 
minute problems. That means that if the company lmows the qualifications 
required of the prospective employees by the time of hiring, the accuracy 
of selecting the right people will be greater. Possible ways to foresee 
the employment needs are: 
1. Checking employment experience for the past few years to see 
how many people the company has had need of and when it has needed them. 
2. Checking with the person in charge of production scheduling 
to see if he knows any reason to expect a change this year. 
). Checking well in advance with employees who have been laid off 
to see whether they expect to be available when company will need them. 
4. Determining, by subtraction, how many new employees the company 
is apt to need and when they have been needed. 
5. Considering how many of these new employees are likely to be 
laid off following the seasonal peak, so that it will be kr)wn how many 
employees the company can use efficiently. 
Naturally these are only estimates and they may need to be adjusted 
to each organization. But if made realistically, it will be found that 
they are sufficiently accurate so that the management can start recruit-
ing some time ahead of the needs. 
Dale Yoder wrote about the objectives of the selection process, 
The function of selection, reduced to its simplest fonn, in-
volves the careful correlation of human characteristics and job 
requirements to the end that the individual may fit the job. 
Such a process requires for its efficient operation: (1) the 
discovery of definitive job requirements for each position 
(the task of job analysis) and (2) the recognition and measure-
ment correlating human characteristics (the particular function 
of those who are engaged in selection). It is the task of selec-
tion to consider all these and many other subordinate features 
that have particular significance for the job to be performed. 
Under these circumstances, it is not surprising that the selec-
tive function in industry is one of the most interesting and at 
the same time one of the most difficult obligations of modern 
management.28 If care is used in the selection process, there 
are likely to be fewer instances where employees must later be 
perfonning efficiently, they as well as the company benefit 
financially as a result of turning out a better quality of 
products at a lower operating cost. 
b. Sources of labor 
Every organization which is to be a sound one must give full 
attention to the importance of the workers that are to become a part 
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of the organization. A business finn may have the most modern working 
equipment, the finest office plant, the best operating building and still 
can fail badly if there are not well-trained, intelligent and loyal 
laborers. So, the employment of workers requires attention to the 
sources of labor in order that the number of qualified app icants may be 
adequate. 
The sources of labor vary with the supply and demand of job 
applicants as well as with the business, the industry and the particular 
area where the company is located, every business must decide for itself 
which sources are the best for its specific line of activity. Companies 
may find it unnecessary to recruit employees for hourly rated positions 
since they exist in great supply. Conversely, the same companies may be 
28 Dale Yoder, ~· cit., pp. 184-185. 
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recruiting aggressively for employees to be placed in special training 
programs such as apprentice training and institute cooperative training. 
Persons who are employed should be followed up in order to de-
termine the number hired, and the cost per applicant from each source used 
by the finn. All this infonnation will give the Personnel Department the 
speed and accuracy needed when a business is in need of hiring new people. 
The sources of manpower from which labor may be obtained to fill 
job vacancies may be classified as Internal and External. Both sources 
have unique advantages and disadvantages. 
Internal Sources29 - These sources are utilized in case of pro-
motions, transfer or recall of those who have been laid off. As a 
matter of fact the present working force is the most immediate, con-
venient and in some cases the best source of recruits for vacancies. Most 
companies try, if there are employees with the necessary qualifications, 
to fill openings with them before they take in candidates from outside. 
Vacancies may also be filled by the employment of former workers of the 
company. Such is the case of those who held temporary seasonal jobs or 
they may have left the company for an acceptable reason. In most cases 
less risk is taken in employing people whose records are well known by 
employers than employing new people whose records are not known within the 
company. 
Herbert J. Chruden and Arthur w. Sherman, Jr., point out some of 
the advantages and disadvantages in using internal sources to supply 
29Gordon s. Watkins and Paul A. Dood, Management of Labor 
Relations (New York: The McGraw-Hill Company, Inc., 1938), p. 
employees as follows: 
Advantages of Internal Sources 
1. If there are reductions in the work force perxi:ing in any 
of the departments, this policy can help to prevent employee 
layoffs. 
2. The use of internal sources can be beneficial to employee 
morale, particularly when a vacancy permits a promotion to be 
granted. 
3. A company generally is better acquainted with the strengths 
and weaknesses of its own employees than it is of those applicants 
from the outside. (Unfortunately, this fact sometimes can cause 
outside applicants to appear better by comparison than actually 
is the case). 
4. Since a company has a certain training investment in its 
employees, it is to the company's advantage to try to gain the 
best possible return from this investment by utilizing the ser-
vices of its personnel in the highest positions possible.30 
The disadvantages of internal sources according to the same 
authors are: 
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1. In some instances, qualified replacements may not be available 
within the company to fill certain vacancies. 
2. The hiring of certain experienced personnel from et her 
companies is sometimes desirable in order to gain new technical 
information or industrial "Know-how 11 • Outsiders also w.ay bring 
new ideas and enthusiasm into the company, and help to revitalize 
it. 
3. The excessive use of internal sources can shelter employees 
from the competition of outside applicants who may have superior 
qualifications. If employees must compete only with their co-
workers in gaining advancement, the 1uality of the company per-
formance may suffer in the process.3 
External Sources - Since many sources of employees are available 
outside the company, whenever personnel a re to be hired from the out-
side, the first step is one of selecting the best source from which 
30Herberth J. Chruden and Arthur W. Sherman, Jr., Personnel Manage-
ment (Cincinnati: Southwestern Publishing Co., 1959), p. 83. 
31-chruden and Sherman, ~- cit•, P• 83 • 
applicants are tobe recruited. To accomplish that properly, some 
factors such as requirements of the particular job, the conditions of 
the labor market and the degree to which various sources have been cul-
tivated must be considered in selecting the right source. 
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Following is listed a series of outside sources from which appli-
cants may be obtained: 
Write-in and Walk-in Candidates 
Most companies continually receive these kinds of unsolicited 
applications for employ111ent from individuals representing a wide range 
of qualifications and abilities. It is a good recruitment source for 
wage and, in some instances, salary people to fill current openings that 
are available. 
Employment Agencies (local and national) 
By listing current openings with agencies, companies might in-
crease opportunities to have a larger number of applicants. Employment 
agencies may supply applicants representing a variety of occup tional 
areas or they may limit their applicants to those for technical, pro-
fessional or domestic jobs. 
There are two kinds of employment agencies: Public Employment 
Agencies and Private Employment Agencies. "The Public Employment Agencies 
are offices operated by the state in which they are located and also they 
are subject to certain general control by the U.S.E.S. (United States 
Employment Service) because funds for state unemployment insurance come 
from federal tax refunds.32 The Private Employment Agencies are institu-
32chruden and Sherman,~• cit., P• 85. 
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tions which receive their revenue from the fees charged to applicants. 
In some instances they charge fees to the employer rather than to the 
applicant. In return, the agencies give many recruitment and selection 
services for the employer - often more effectively than he could perform 
them himself. 
Local and National Personnel Advertisements 
Applicants who are both actively and inactively seeking new em-
ployment contact companies for consideration on openings advertised. 
The want ad is probably the most common form of recruitment but unless 
handled properly, this is the most costly form, also. Newspaper recruit-
ment advertising must be creative, it must appeal to the prospect's 
imagination, it must offer him something different in a different way. 
Therefore, it is not advisable to buy "newspaper deals", that is, those 
arrangements with newspapers to run the same ad for five or seven days 
in order to slightly reduce the cost per insertion. These "newspaper 
deals" have proved not to be an effective way of attracting good candi-
dates, perhaps for the little interest that the same ad produces on 
people. Experience has proved that Sunday editions of newspapers are, 
by far, the most productive. If in some unusual circumstance, it is 
necessary to advertise during the week, advertisements should be limited 
to one day and be a different ad than the one which appeared in the Sunday 
edition. 
The big point of this discussion is: personnel employment must 
think creatively about recruitment, that is, about the many places and 
the many ways to attract people. If this idea is accepted the Personnel 
Manager will find himself reaching out and placing his hands on more and 
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more people, thus enhancing his chances of finding the right person for 
the job.33 
College Recruitment Program 
This source is a very excellent one for college trained manpower 
with future management potential. The growing demand for candidates 
with scientific and technical education has prompted many companies to 
engage in more vigorous recruitment of high school, trade school, and 
college graduates.34 
The record of leading universities indicates that each year hun-
dreds of business organizations undertake for the first time a program 
of hiring on the campus. Many personnel men, given the responsibility of 
setting up a college recruitment program, get their principal professional 
advice from the counsel of colleagues with similar responsibilities and, 
perhaps, from the college placement director. Some join their local 
placement office. Too often they try to "play it by ear 11 • 35 But mostly 
everyone agrees that though difficult and time cons'l.lllling, col lege re-
cruitment requires the best preparation and guideposts f or better results. 
If "70 per cent of the jobs paying over $5,000.00 a year are held by 
college graduates" it is safe to say that college educated personnel 
counts heavily in industry. "Particularly it is the trainees on whom the 
organization lavishes from six to twenty-four months of expensive train-
33 Ri.chard N. Owens, Management of Industrial .Enterprises (Homewood: 
Richard D. Irving, Inc., 1957), pp. 452-453. 
34chruden and Sherman, ~• cit., p. 88. 
35wallace Janie,!~ Pre.gram for Corporate Recruitment of 
Collegial Personnel, first issue of the serialized presentation of a 
study of the broad field of recruitment by the Western College Placement 
Association, (Bethlehem: no date), p. 1. 
27 
ing whose perfonnance foreshadows profit or loss for the future. 36 
One of the limitations of the college recruitment as a source of 
labor is that applicants tend to be inexperienced and thus are qualified 
just for trainee positions. However, colleges are keeping files of those 
alumni who are interested in changing employment, and as a result are be-
coming a source of experienced as well as trainee personnel. 
Labor Unions 
Labor Unions constitute a fine source of supply especially when 
in need for certain kinds of candidates. Unions are able to supply per-
sonnel either because they control the supply of a particular type of 
manpower or because they have contracted with employers to have employ-
ment preference given to union members. In some circumstances it is 
necessary to check carefully this source of labor. In some industries 
only applicants who are union members can be considered for employment. 
Professional Personnel Consultant Finns 
These professional personnel consultant firms provide an excellent 
service to utilize in filling top management positions. The growing need 
for persons with managerial experience and ability has caused some con-
sulting firms to specialize in the recruitment of executive personnel. 
Firms that specialized in executive recruitment attempt to locate, 
by means of personnel inquiries, contacts and, by selective advertising, 
qualified executive prospects who are interested in changing their em-
ployment and improving their salaries.37 
36nwanted, Young Men for Top-Salary Jobs", American Magazine 
(June 1954), 15. 
37Harley Iams, 11 How to attract and select Creative People", 
The Management Review, Vol. 47 (December 1958), 4-9. 
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Referrals and Convention Recruitment38 
Harley Iams of the Hughes Aircraft Company wrote about this source 
of supply: "The employees of your own company can sometimes assist in 
the recruiting; they may have friends or relatives who would become 
valuable employees. But one must be aware that, in their enthusiasm, it 
is easy for friends or relatives of a prospective employee to overestimate 
his potentialities. 
Conventions of professional societies are sources of considerable 
recruiting activity. Whether this would be an ideal situation is diffi-
cult to say, but many companies do find worthwhile employees in this way.39 
c. General Procedure40 
When in need for a worker the immediate chief of the department 
lacking the employee sends a requisition directly to the Personnel De-
partment. This immediate chief may be the foreman or the supervisor. 
Upon receiving the requisition the personnel department checks the job 
descriptio11s and job specifications that it has on file for the various 
jobs. The next step is to check if there are any employees within the 
organization who qualify and who should be considered for the position. 
If the job cannot be filled b a present employee or an applicant pre-
viously interviewed, it may be necessary to recruit new candidates from 
38watkins and Dood, .£E· cit., P• 150 • 
39 Harley Iams, £,E• cit., p. 6. 
4° · rd 0w 't 4r:'4 46r:' Richa N. ens, ~• cl. ., PP• -
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outside. The number of steps of the procedure for employment depends 
upon: 
a. the kind and level of job to be filled 
b. the company soliciting applicants 
c. the cost of each step 
d. the people accomplishing the selection 
Some companies emphasize the use of tests and several interviews 
more thancthers. Procedures for filling two different openings would 
necessarily be different. 
Since there is not a method of selection accepted as the best, a 
combination of methods may be the more appropriate way to follow in this 
case. Each company will eliminate or add to this pattern, the procedures 
they consider necessary for their specific needs.41 
1. Screening Interview 
2. Application Blank 
3. Employment Tests 
4. Comprehensive Interview 
s. Personal Investigation 
6. Recommendations 
7. Physical Examination 
8. Induction and Placement 
Screening Intervie02 - The first step with every applicant is the 
screening interview in which to determine whether or not the applicant 
41chruden and Sherman,~· cit., pp. 96-101. 
42Frank M. Kleiler, 11 How to Streamline the job Performance 
Interview 11 , Supervision, Vol. 23 (August, 1961), 16-17. 
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is an obvious misfit. If he is, he should be pleasantly and courteously 
dismissed immediately. Generally speaking, these interviews amount to 
nothing more than a brief conversation during which the manager gets 
acquainted with the applicant, gives him a clear explanation of the job 
that is available and through observations and a few questions, arrive 
at a decision as to whether or not the ap~licant has possibilities. 
The point to emphasize about screening interview is this never 
eliminates an applicant if there is any possibility that he might have 
the necessary qualifications for the job.43 
Application Blank - Every prospect is to fill out an applic tion 
blank designed to identify and make possible any further communication 
with him. This application blank should provide enough basic information 
as well as historical data in order to fit the candidate in his best 
position. This information includes: 
Personal Data: name, present address, permanent address, sex, 
height, weight, color hair, color eyes, date of birth, age, marital status, 
citizenship, home ownership, condition of health, physical defects, life 
insurance, parent address and hobbies or outside interests. 
Position Sought: depart~ent in which position is sought, specific 
position sought, salary expected, when can start working, availability 
for traveling. 
Education: highest grade completed, major studies, name of college 
or university, degree, other education or studies, foreign languages 
knowledge. 
43Robert N. McMurry, Tested Technirues of Personnel Selection, 
(Chicago: The Dartnell Corporation, 1955, p. 18, Section II. 
Experience: names and addresses of former employees, kind of 
work, salary, date started, date left, reason for leaving. 
Military Service: branch of service, date of entry, date of 
discharge, kind of discharge, highest rank of rating. 
References: names, addresses, telephones. 
Certification: signature. 
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44 Employment Tests - To make the most accurate decisions in select-
ing applicants, it has been found that more is needed than the usual 
basic information furnished on the application form. 
The use of tests can result in increased efficiency, improved 
morale, reduced turnover and fewer grievances and accidents when scrutin-
ized properly and well tailored to the organization. Tests have proved 
to be admirably suited to measuring elusive qualifications such as pro-
ficiency, skill, mental ability and general aptitudes. On the other side, 
they are less valuable in predicting dependability, pace of work and 
energy that the applicant must have to accomplish adequat ely the job. 
Robert N. McMurry has listed five kinds of tests and their uses 
in his book ''Tested Techniques of Personnel Selection", as follows: 
1. Measures of mental ability, alertness, or intelligence: Each 
job has an optimum range of intelligence require for success in 
it. Mental ability tests, provide a quick, efficient measure of 
whether an individual is bright enough or too bright, to perform 
the job well. Executives, supervisors, research workers, creative 
thinkers - advertising copywriters, accountants and persons deal-
ing with intangibles - need a higher level of mental ability than 
do persons performing routine jobs. 
44Richard P. Calhoon, Problems in Personnel Administration 
(New York: Harper & Brothers, 1949), pp. 126-137. 
2. Measures of proficiencies , skills and job information: 
These tests measure the level of skills which a person has 
already acquired in such techniques as stenography, typing, cal-
culating, as well as his knowledge of such trades as carpentry 
and bricklaying. Measures of proficiency, such as tests of 
typing and stenography, are performance tests. They require 
the applicant to demonstrate his competence on an actual work 
sample. 
3. Measures of Aptitude: These tests measure inherent and 
unlearned knacks or predisposition toward various types of 
activities as, for example, mechanical or clerical aptitudes. 
Some measure single qualities - such as finger dexterity -
which can be useful on many different jobs. Aptitude tests do 
not indicate the degree to which a subject is presently skilled 
in a specific type of work. They are often helpful, however, 
in determining how skillful he can become with training. 
4. Measures of vocational interest: These tests are de-
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signed to aid the subject in finding a vocation in which the appli-
cant will be interested and which he will find to be tempera-
mentally congenial. For employment purposes, these tests have 
been found to have less value. This is because interest in a 
field of activity does not necessarily guarantee competence in it. 
Because of these limitations, this type of test is not thought to 
have particular value in selection work. 
S. :Measures of personality or temperament: Tests in these 
classifications are designed either to measure specific person-
ality qualities such as introversion - extraversion or dominance -
submission, to serve as aids in the evaluation of th~ subject's 
total personality structure, or to help in the d;1gnosis of exist-
ing emotional maladjustment and mental illness •••• Experience 
has shown that these projective measures can be very helpful in 
determining the individual's basic personality structure and 
motivations, as well as in predicting how he will reapt to the 
stresses and pressures he will encounter if employed.45 
Comprehensive IntervieJ.i6 - It is in this fourth step that the 
interviewer must make his tentative decision about the applicant. The 
decision will be based on the information available from the tests and 
45Robert N. McMurry, ~• cit., pp. 1-S. 
4~lton M. Mandell, The Employment Interview (New York: American 
Management Association, 1961), PP • 19-37° 
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~he application form and on what the interviewer can learn through conversa-
jion about the applicant's basic character or habits, his motivation and 
1is emotional maturity. 
Walter Van Dike Bingham and Bruce Victor Moore wrote about the 
)urpose of the interview, 11 
In general, the interview should only be used by persons trained 
to use it and in situations for which it is adapted. These situa-
tions are numerous, and they can all be identified if one keeps in 
mind that the interview is a unique method for pennitting and en-
couraging the interaction between the participants. Where such 
interaction is important, th~ interview will be, in almost every 
instance, the chosen method.47 
Personal Investigation48 - In this step of the selection procedure 
the man in charge with selecting the new employee gains support for the 
tentative decision reached in the above step, or will develop more informa-
tion to change his original decision. 
The investigation is used to verify statements made on the applica-
tion blank and during the interviews. It cannot be denied that all appli-
cants give everything the most favorable slant. Some even cover up, and a 
few falsify. Therefore, the major claims made by the applicant, and all 
the incongruities uncovered during the comprehensive interview with him, 
must be checked with outside sources not with personal references and not 
through correspondence. Rather the Personnel Manager should check sources 
that the applicant cannot control and he must do it in person or by tele-
phone. 
47walter v. D. Bingham, Bruce V. Moore, How to Interview (New York: 
Harper & Brothers, 1931-1959), p. 271. 
481awrence, Lipsett, "The Personal Investigation in Seection of 
Employees", Personnel Administration, vol. 9, No. 1 (1946), 23-29. 
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Since this stage of the procedure is very important it calls for 
a carefully and precise use. The type of questions asked here must be 
well worded and if possible, prepared by a trained investigator. 
Recommendations49 - Reference letters are widely used but in most 
cases discounted. The value of a letter of recommendation could be in-
creased by giving the reasons for asking it. Therefore, the value is 
limited unless the recommender knows what qualifications are important for 
the position and can judge the kind of person who will succeed in it. 
Usually the best sources of information about an applicant, says Robert N. 
McMurry, are, 11his previous employers". SO Former employers should lmow 
the prospects well enough to give an excellent general concept about them. 
But there should be an awareness of the fact that past employers can be 
of the "complimentary" type and of course, they wish to be helpful and for 
that reason may overlook certain important details. Others , on the other 
hand, may be "grouchy" and are irritated because the applicant left their 
employ and their statement may be affected by it. If reports are directed 
toward the same direction and characteristics of the applL ant, it is 
reasonable to predict an accurate judgement. 
Physical Examination - The physical examination is given before 
final selection is made because it may be one of the most costly steps and 
therefore should not be undertaken unless the candidate has qualified with 
the preceding steps. 
49Robert w. Adams, "A Letter of Recommendation 11 , Factory Management 
and Maintenance, vol. 112, No. 4 (April 1954), 228-236. 
so ·t 6 Robert N. McMurry, £E. E2:_ •, P • • 
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In some instances, certain parts of the physical examination may 
be given early in one of the above steps. Such is the case of certain 
jobs in which specific good visual and auditory conditions are required. 
Among the more obvious reasons to give a physical examination are: 
a. to pick up possible absentee problems 
b. to be sure that the accepted applicant is physically able to 
do the work he is hired to do 
c. to ascertain if there is any prior injury or sickness that 
could in any way affect his employment in the organization 
d. to protect company liability and insure physical capability 
e. to protect current employees and see if the applicant is 
eligible for benefits program 
f. to decrease the compensation count 
g. to determine whether the person is a poor risk with respect 
to sick leave and whether there are any injuries or physical disabil-
ities which may later be related to a possible industrial ace· ent. 
h. to avoid further disability and its consequenLLal effects 
on the individual, company efficiency, and group insurance liability 
i. to avoid placing an individual (physically) in the wrong 
position 
Induction and Placement - Placement is the last step of the selec-
tion procedure and it takes place when the applicant has passed all the 
foregoing stages and is assigned to the vacancy. Here, the orientation or 
· 5l · 't t ful. d t· induction and training begin. A prerequisi e o success in uc ion 
5lRichard P. Calhoon,~· cit., PP• 139-14h. 
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is a carefully designed hiring procedure. A sound hiring procedure makes 
a profitable contribution to the orientation program regardless of the 
labor market. It aids the selection in two ways: 
1. It increases the number of applicants. 
2. It improves the quality of applicants. 
Besides the three major aspects of induction - "information, 
hospitality and genuine interest, 1152 it is also necessary to take into 
account other important purposes of a proper induction such as: 
1. to win the confidence of each new employee 
2. to make the new employee familiar with his job assignment 
3. to make the new employee want to continue working with the 
company by making him feel that there is a genuine interest in him as an 
individual 
4. reduction of accidents by proper safety and operating instruc-
tions - good orientation develops proper and safe work habits from the 
start and helps to remove the mental and emotional barriers to adequate 
job learning 
5. building company loyalty and the feeling of pride in being a 
part of the substantial organization 
6. to provide a sound basis for effective management appraisal of 
the employee and his performance during his probatory period. 
Finally, it also should be said that all experiments with induction 
programs indicate the value of careful introduction, thorough orientation 
and detailed explanations of the rules. The best lmovm methods to 
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accomplish these ends are: lectures, visual aids, employee handbooks and 
the like. 
d. Conclusions 
What is considered here as Sound Practices of Personnel Selection 
fall close to the actual practices of American business finns. There is no 
doubt about the high effieicney of American business finns and no doubt as 
to why they are considered the first in the world. So it should be said 
that one of the explanations of the level of industrialization, economic 
growth and high development of the United States' private enterprises is 
their well accepted and better used personnel hiring practices and human 
relation policies. If an individual is well placed and rightly fitted into 
his job, motivation and improvement will be his most important tools at 
work. 
So if the objective of the firm is to employ its productive re-
sources in the best way possible, that is, efficiently, to have the right 
man in the right job is of vital importance. 
In applying these principles of selection of personnel it is 
worthy to consider some important points. 
As a matter of fact, what is here called sound practices of per-
sonnel selection may be changed somewhat in other countries due to the 
conditions surrounding qualified candidates, sources of labor, personnel 
department organizations and qualified interviewers, For instance, what 
is advised advantages for United States companies may not be the most 
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suitable in Colombia's enterprises. Countries have differences pertaining 
to which should be taken into account. Therefore, good personnel selec-
tion practices have been considered but if these practices are to be 
applied anywhere, special conditions and different circumstances must be 
considered. 
The following chapters will deal with personnel practices in 
Colombia. An analysis and explanations of them will be given also. And 
in the last chapter the key suggestions for improvement will be weighted 
according to specific conditions existing in underdeveloped areas such 
as Colombia or any other South American Country. 
CMPIBRITI 
Policies of Colombian Business Finns Pertaining to Personnel Selection 
a. Common Practices 
b. Possible Reasons Explaining these policies 
40 
a. Common Practices 
The personnel employment policies of private firms in Colombia 
vary in a number of aspects and it is difficult to find common practices 
followed by mose entrepeneurs. Companies have an individualistic wa of 
fulfilling personnel requirements. These systems sometimes are based on 
the specific needs of each company but in other cases there are not logical 
reasons behind the practices followed. Entrepeneurs often complain about 
high turnover of employees and high costs of production. 
The basis of this research was a questionnaire designed to draw 
out detailed answers on company practices in personnel selection which 
was completed by twenty-five respondents. The answers to personal letters 
from t he author to managers and i ndustrial relations directors provided 
additional material. Finally, some written material published by associa-
tions of personnel technicians and associations of industrial psychology 
actually operating in Colombia. 
The respondents to the questionnaire serve as r epresentative of 
typical Colombian business firms since they have be ;n operating for a 
number of years and employ a lar6e number of people. They operate in 
specialized and nonspecialized fields in which they employ all kinds of 
workers from unskilled to technicians. The conclusions that might be 
drawn from the study of these firms may indicate what has been done and 
what is practiced at the present concerning personnel selection practices 
in Colombia. 
The information received from Colombian firms indicates that most 
companies do not have a personnel department with a definitive hiring 
system. A number of companies did not answer the questionnaires about 
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t,heir personnel policies because of lack of organization of their respec-
t,ive personnel offices. 
Companies with good management and sound personnel programs are few 
1nd total about 10 per cent of the firms contacted. These firms seem to 
1ave either college graduates or experienced self-taught executives in 
t,heir principal managerial positions. They also show a very acceptable 
Jrganization of personnel in the lower and in the top places of manage-
nent. These companies are both domestic and foreign operated. Domestic 
:ompanies are managed by a small group of businessmen with college 
education or technical training in different business fields. The econ-
~mist consultants Fayad-Jimenez, firm operating in Armenia, Caldas, state 
about the management of enterprises and the executives in Colombia, 
In Colombia there are three kinds of companies: small -
employing from 1 to 100 workers, medium - employing from 100 
to 300 workers, and big - employing 300 or more. The big 
companies usually have a department of personnel directed by 
qualified personnel specialists but sometimes these firms turn 
their personnel activities over to outsiders to test and eval-
uate their candidates. The percentage of big cor, panies in 53 
Colombia counts for about 5 per cent of the t ,tal enterprises. 
Foreign operated companies are managed both by individuals from the 
foreign country where the firm's home office is located and by Colombians 
in the proportion of eight to one for executive level and nine to one for 
unskilled workers. This means that according to Colombian labor law, 
aliens operating companies in Colombian territory have to hire eight 
Colombians for each foreigner to work at directive jobs or hire nine 
; 3From the answers to the questionnaire given by Fayad-Jimenez 
economist consultant of Armenia, Caldas, Colombia, March 1963. 
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Colombians for each alien working at low offices.54 The law provides for 
exceptions in those considered special by presenting probatory documents. 
See Appendix C of this thesis. 
The regulation of Colombian government about hiring foreign person-
nel affects the technical capacity of nonnational companies and conse-
quently their efficiency of production. Marco Andrade, personnel director 
of Shell Colombia S.A. a subsidiary of Royal Shell Petroleum Co. points 
out three factors which cause his company to operate at a lower rate of 
efficiency than the main company. He writes, 11 (1) The lack of qualified 
personnel, (2) Difficulties in the importation of machinery, and (3) other 
reasons such as low level of wages, uncooperation of workers, strikes, 
etc. n55 
Another result of the limitations of personnel hiring is the one 
revealed by Alan M • Ferguson of American Pipe and Construction Interna-
tional operating in Bogota, 11 In actuality our overseas operations are so 
limited that we do not have any standard procedure other than personal 
interview with prospective applicants. 1156 
Now let us take a look at the personnel policies of Colombian 
business firms. 
54Ministerio del Trabajo, Codigo Sustantivo del Trabajo. Titulo 
Primero, Capitulo IX (Bogota: Imprenta Nacional, 1951) 
55From the answers of questionnaire given by i"1arco Andrade 
personnel director of Shell Colombia S.A. in Bogota, March 1963. 
56From a personal letter written by Alan M. Ferguson, manager of 
American Pipe & Construction Co. in Bogota, December 1963. 
Sources of Labor - The most used sources and means to find 
laborers are: 





Recruitment at universities and high schools - This recruitment 
method is widely used by all kinds of business firms. Companies engage in 
a battle to attract young graduate students throughout the country. 
Several companies, Texaco among them, organize tours of their personnel 
executives through every university in the country to try to interest 
students in their firms. These tours are made every year at the end of 
the academic year. Of course, this program is quite expensive and not all 
companies are able to proceed with it. 
Recruitment by newspaper ads - These ads are used when a special-
ized employee is needed. The same ad runs for weeks in diff ~ent magazines 
and local papers. Sometimes, the advertisement "help wanted" runs for 
twelve months and longer until the editor of the paper visits the business-
man to get another "annual contract" to keep publishing the same ad. This 
method is expensive but companies obtain tax deductions over money expended 
on advertisements of this nature. Jose M. Herrera of I.B.M., S.A. says 
about this recruitment method, "Everything related with publicity has a 
tax exemption by law, for instance, help wanted ads. 1157 Also, Nestor Llano 
manager of Psicolaboral Ltda, firm which evaluate personnel tests, has the 
57From the answers of the questionnaire given by Jose M. Herrera 
personnel director of I.B.M. Inc. of Colombia, March 1963. 
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same opinion for he states, "There is tax exemption for newspaper ads as 
well as operating expenditures or propaganda expenditures.1158 Another 
reason to use this type of recruitment is that it "is easy and it might 
attract the type of person required 11 • 
Recruitment by employment agencies - This system is rather new in 
Colombia. There are two kinds of employment agencies: public and private. 
The public ones have proved to be trustworthy and not as expensive as the 
private ones are. The public agencies charge a small amount to register 
the name of the prospect. The private agencies in many cases are more 
effective but it is risky to trust them completely. 
The private agencies do not test candidates; they are too 
commercialized and have little or no responsibility and are not 
at all recommendable. They charge $10, $15 and more plus a 
half gr third of the candidate's first wage in case of employ-
ment,~9 states Nestor Llano of the Psicolaboral Ltda of Bogota. 
Recruitment by friends - Referrals through friends occupy a very 
special place in the recruitment programs of companies in Colombia. 
Managers seek employees among friends with the right vharacteristics and 
qualities for certain positions in their companies. They never advertise 
or go to universities but are on the watch to fill an opening where they 
need a very special person. In many instances recruitment through 
friends is looked upon as the main method. 
Steps - The procedure of hiring people is rather short in Colombia 
since the lack of qualified interviewers and test evaluators limits the 
58From the answers of the questionnaire given by Nestor Llano 
manager of Psicolaboral Ltda of Bogota a personnel consultant firms 
which specializes in tests, March 1963. 
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completion of some steps in the process. Ernesto M. Amador, director 
of the Laboratorio psicometrico, an institution which deals with psychol-
ogy applied to personnel hiring, writes about the nlll'llber of intervie·fers 
working in Colombia, 
I think that there is not enough technical personnel qual-
ified to interview and that is one of the main weaknesses of the 
selection procedure. As proof, the instability of employees, 
the low productivity of workers chosen by our interviewers, and 
the unadaptability of the employees to their jobs, should be 
mentioned.60 
The information received from Colombian firms in response to the 
querlionnaire on their personnel practices indicates a small per cent of 
specialization on the part of interviewers. Table 1 summarizes the in-
formation on specialization by personnel interviewers. 
Table 1. Interviewers Specialization by occupational groups. 
No. of ComEanies Per Cent 
Total 25 WO 
Interviewers Specialize 2 8 
Interviewers do not Specialize 20 80 
No answer 3 12 
The following steps of the selection procedure are practiced by 





induction - placement 
60From the answers of the questionnaire given by Dr. Ernesto~. 
Amador director of Laboratorio Psicometrico of Bogota and personnel con-
sultant of more than fifty companies in Colombia, March 1963. 
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Two of the companies (8 per cent of the research) reporting indicated 
that they followed a more detailed procedure such as this: 
screening interview 
preliminary knowledge tests 
first intelligence tests 
second knowledge tests 
second intelligence tests 
references 
final interview 
The quality of the labor force in Colombia leads to questions con-
cerning efficiency of a detailed selection procedure. According to an 
annual report given by Psicolaboral Ltda in 1962, from a total of 1,619 
job seekers in 32 companies applying the above procedure, 172 were chosen 
as employees. 
The other type of selection procedure followed by 3 companies 





This procedure is called "Empirical Method". 
The screening interview is made by the immediate supervisor or 
by the general manager of the company, sometimes by both executives. The 
personnel department is in charge of papers to sign, contracts, payroll, 
and induction. Candidates are most likely to be rejected at the screening 
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interview or at the personal investigation. 
The personal investigation follows the interview. It consists of 
contacting several people who might inform the company about the conduct 
and past record of the prospective employee. This step seems to be 
very important since individuals with high qualifications might be re-
jected because of unsatisfactory social behavior. 
The recommendation sometimes plays a very definitive roll in 
hiring a person. In the early fifties, for instance, the recommendation 
was a prime requisite for employment. Now there is a tendency to over-
look recommendations but it still is a common practice. 
The physical examination is required of candidates by most of 
the firms. It is usually made at the end of the procedure when the 
candidate has been hired. This step is the most expensive of all but 
companies do not hesitate giving it since it may assure better results . 
The placement involves the acquaintance of the new employee with 
his new job, job-partners, and the company in general and is the respon-
sibility of the personnel department. 
Information sought on the application form - The general informa-
tion sought on the application form is somewhat the same for all companies. 
This information is mainly concerned with personal identification, 
education, experience, and position sought. Companies such as Trianon 
S.A. and International Petroleum Company are interested in knowing the 
ambitions of each applicant as to their future in the company in case 
of being accepted. Also employers are concerned with certain special 
personal information about applicants. Martin & Compania Ltd.a de Armenia 
reports a good example as follows: 
The special information sought on the application form is the 
following: 
reasons for leaving last employment 
moral qualities 
activity, discipline, duration on last job 
home conditions (economic, social) 
union activities 
skill and knowledge of work 
character and personality 
past job record.s61 
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These points are emphasized because of the careful consideration 
that must be given to new candidates. No company hires a man without 
previously knowing his past social behavior. Individuals are frequentzy 
engaged in 11 lef't-wing" politics whose mairi goal is to create disturbance 
within private organizations. John Loudon, president of the Royal 
Dutch Petroleum Co.,in a recent speech noted this problem. 
Undoubtedly the communist countries in order to accomplish 
their essentially imperialistic objectives direct their activ-
ities particularly against the private international companies. 
They know that the main obstacle they have is the success ob-
tained by private companies.62 
Who does the interviewing? - The interviewing of candidates is 
done by the director of the personnel department or by the supervisor of 
61From the answers to the questionnaire given by Hose Hernandez 
personnel director of Martin & Compania Ltda of Armenia, March 196). 
62John Loudon, Algunos Froblemas de la Empresa Privada 
Mundo Dividido. From the printed form of the speech before the 
11 Economic Club" of New York in l'.iarch 6, 1962. 
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the section where the applicant is going to be placed. Also there are 
cases in which the president or some other high placed official inter-
views the applicant when he is to be placed in a high position. In Table 
No. 2 the answers pertaining to the question who does the interviewing. 
Table 2. Executives involve in the interview. 
No. of ComEanies Per Cent 
Total 25 100 
Interview done by personnel director 15 60 
Interview done by supervisors 7 28 
Interview done by Presidents 2 8 
Interview done by others 1 4 
Reliance upon interview - As said before, reliance lies heavily 
upon the interview. 11 In most cases the results of the interview count 
half of the total probabilities of hiring or rejecting a prospect, 1163 
states the manager of industrial relations department of Icollantas, 
S.A. of Bogota. Despite this there are practically no organized sets 
of questions or patterned interview forms to be asked in hiring a new 
employee. Table 3 shows the use of patterned and unpatterned interview 
fonns in Colombia. 
Table J. Use of patterned interview fonn. 
Total 
Use patterned interview form 
No. of Companies 
25 
1 
Do not use patterned interview form 17 






63From the answers to the questionnaire given by Dr. Clemente del 
Valle personnel director of Icollantas S.A. of Bogota, February 1963. 
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The statement of the director of personnel of the Ferrocarriles 
de Colombia should be mentioned here. He writes about the personnel 
selection in Colombia, 
The selection of personnel is made without a systematic 
plan for two reasons: first - because there is no qualified 
personnel at all; second - because the selection process is not 
technically defined which unable our personnel directors to 
develop a technical plan to hire peopl~ with characteristics 
such as the ones of Colombian workers.64 
Reliance upon recommendations - The reliance on recommendations 
tends to be casual when the recomr1 endations are coming from friends of 
the applicants. Executives in charge of the selection of people ask 
for recommendations mostly from former employers. However, to assure 
a greater knowledge about the applicant they require the names of three 
persons who are able to give accurate information concerning him. With 
few exceptions the use of the recommendation letters is rather extensive 
among firms. An example of companies which do not ask for recommendation 
letters of prospects is the Compania Colombiana de Seguros as its 
personnel director states, 
The recommendations should not be as important as they are 
considered to be. They sometimes are considered first regard-
less of the technical capacity of the applicant. In my opinion 
the recommendations should be accepted but as secondary informa-
tion.65 
Another example of this attitude toward recommendations is the 
one given by Jose H. Herrera of I.B. :M., S.A., "The recommendations are 
64From the answer to the questionnaire given by Dr. Ernesto 
Gonzalez R. personnel director of Ferrocarriles de Colombia, January 1963. 
65 t t· · . b th 1 From the answers to he ques ionnaire given y e personne 
director of Compania Colombiana de Seguro of Bogota, February 1963. 
51 
not very important in this company because every candidate must be 
subjected to the same process of selection and if he does not qualify 
he will not be accepted even if he is recommended by our manager. 1166 
Tests - Most companies do not use tests of any kind but there are 





The use of the tests is not very common perhaps because it is 
hard to find an evaluator of them. Table No. 4 will show the number of 
companies which actuaJly use selection tests. 
Table 4. Use of personnel selection tests by companies. 
1 o. of Companies Per Cent 
Total 25 100 
Use of tests in the selection 
procedure 4 16 
Do not use tests in the selection 
procedure 19 76 
No answer 2 8 
The use of tests is not accepted among Colombian enterpreneurs 
according to Dr. Clemente del Valle of Icollantas S.A., "because of 
their vulgarization. Applicants know the answers of the tests before 
even the examination. In this company, tests amount to 10 per cent of 
67 
the final decision when hiring new personnel. 11 
66Jose M. Herrera, see footnote number 56. 
67clemente del Valle, see footnote Number 63. 
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Also the personnel director of the Empress Colombiana de Petroleos 
says about the use of tests in his company: 11We are not convinced of 
the efficacy of tests in the selection process.1168 
Who makes the final decision? The final decision is made by the 
director of personnel when the prospective employee is one to be placed 
in a lower position. When the purpose is to fill a higher place in 
the company the decision is made directly by the president. There are 
some other executives involved in this decision when the organization 
of the conpany is one like Ferrocarriles de Colombia in which there are 
several divisions with respective chiefs of personnel for each. In 
cases like this, the final decision is jointly made by the chiefs of 
personnel of the divisions. 
b. Possible Reasons Explaining These Policies.69 
The reasons for explaining why the private companies of Colombia 
use the above written policies are numerous and it is risky to attempt 
to point out one or two as being the principal ones. ~he following 
is a discussion of reasons which may be considered most acceptable and 
which affect or limit the ability of firms to employ people in a more 
technical way. 
The deficit of professional and technical candidates should be 
mentioned first. There is a lack of college graduates with enough 
68 From a personal letter written by Dr. De Pombo personnel 
director of Ecopetrol in Bogota, November 1962. 
69Paul R. Olson and C. Addison Hickman, Pan American Economics 
(New York: John ·iley & Sons, Inc., 1943), P· 174. 
53 
potential capabilities to occupy executive positions ad managerial 
places. Actually the number of college graduates in Colombia is so small 
that it is practically impossible for companies to set up an organized 
college recruitment program. Most of the college graduates available 
for employment come from the biggest university which is in the capital 
of the country and they rarely spread throughout the country because 
they are hired mostly by firms located in the capital city. Private 
companies in most cases need the "cream of the crop 11 and with a limited 
supply of applicants, companies are unable to fulfill their needs success-
fully. 
On the other hand, government employment counts heavily in the 
total openings every year. As a matter of fact, one out of ten persons 
holds or has held employment with the government. 
The fact that companies have to be alert in hiring candidates 
with a good past record results in screening out a great deal of appli-
cants. "Ideological reasons are a cause for companies to e more care-
ful in selecting college applicants, 1170 states Alirio .h.cenas, operations 
director of Trianon & Co. Ltda of Armenia, after his factory experienced 
several stoppages promoted by college students. 
Also from Augusto .orales, employee of Legislacion Economica a 
magazine published in Bogota, the following statement was obtained, 
11 we take some precautions in hiring collegiate personnel because of 
the communist infiltration and left-wing ideas actually existing in 
7°From the answers of the questionnaire given by Alirio Arenas, 
operations director of Trianon & Co. Ltda. of Armenia, March 1963. 
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some universities."?l 
In Colombia as in most Latin American countries, the number of 
workers among those who are of the working age is cut dorm by several 
causes. Disease, dietary deficiencies, and intemperance make a fairly 
large proportioL of them incapable of substained activity. 72 
Foreign and domestic companies operating in Colombia with special 
market conditions such as monopolies, subsidies, and the like, accept 
as employees people who are influential in governmental positions al-
though they do not meet the necessary qualifications for being hired. 
Because of the fear of losing their privileged positions, em loyers 
attract people who have more political influence than skillfulness. 
This fact, which is very usual, and the overweighted use and abuse of 
the recommendation letter seem to be influential features. 
11Applicants with recommendations from governmental officials are 
more likely to be accepted for enterprises as being a policy of public 
relations 11 , 73 writes Dr. Jorge Garcia economist and g ovfa'nment officer. 
The use of recommendations is often exploited by unscrupulous "recommenda-
tion sellers" whicr. charge a certain amount of money to sign a letter 
recommending someone whom they have never seen. Companies do not in-
vestigate in detail when the prospect asking for a job has been recommended 
for a high public official, perhaps because of the paternalism involved 
71From the answers to questionnaire given by Augusto Horales, 
employee of the technical magazine legislacion 1conomica published in 
Bogota, March 1963. 
72william Benton, The Voice of Latin Americ~, (New York: Harper 
Brothers, 1961) 204. 
73From a personal letter from Dr. Jorge Garcia, economist an 
employee of Natio11al Uni er i ty, Februr.1 19r.;>J. 
in case like this. 
"Company executives sometimes accept personnel for positions 
on a basis of friendship among them regardless of the qualifica-
tions of the candidates. This case is very usual in bigger 
companies where inefficient workers can more easily hide the·r 
mediocrity.' 74 
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Ll.mitations in the sources of labor is another factor restricting 
executives to find better candidates. George Wythe , in his book Industry 
in Latin America points out this factor limiting the supply of laborers 
in Colombia in the following terms: 
Industrial workershave been dra m !" rom two principal sources, 
the rural areas and the immigrant and floating population of 
the cities. During the last half-century workers in consider-
ab e number left the farms and the rural communities, attracted 
by hieher pay and better opportunities. A steady inflow of 
immigrants also fed the cities. Labor for industry was fairly 
plentiful. Recently, however, a comparative shortage has 
appeared here and there. Immigration has declined, and the 
demands of expanded manufacturing activities and diversified 
agriculture have increased. In some sections competition for 
the available labor has become keen.75 
Educational institutions, advertisement ads, and referrals by 
friends are the main sources of labor. Rarely are employment agencies 
utilized. The following table confirms this statement. 
71.i 
Dr. Ernesto M. Amado, see footnote number 60. 
75 
George Wythe, Indust3 in Latin America, (New York: 
University Press, 19u9), pp. 3 7. 
Columbia 
Table 5. Means of employee recruiting used by companies. 
No. of Companies 
Total 25 
Use of educational institutions, 
advertisement ads, and referrals by 
friends 23 
Use of employment agencies 1 







Universities in Colombia do not have all the specialized fields 
in technical studies and training required to suppl- the personnel 
necessary for a modern industry. Electrical engineers, highway and 
bridge engineers, water and natural resources engineers, geologists, 
industrial engineers, business managers, economists, among others, 
exist in short supply and some of them do not exist at all. This is a 
factor affecting foreign industries operating in Colombia especially as 
they have to follow regulations in employing nationals and foreigners. 
Colombia government regulates the number and percentage of foreign and 
national personnel working for business firms in the following way: 
"For companies employing more than ten persons, at least 80 per cent of 
the specialists or managers and at least 90 per cent of the laborers 
must be Colombian. 11 76 The minister of labor may lower these percentages 
where Colombians are not available for special tasks but in such cases 
the relief afforded is only for such time as is needed to train Colombian 
substitutes. 
Untrained interviewers is another wealmess shown by Colombian 
76Hinisterio del trabajo, .£E· cit., Art. 74, 
51 
companies. Most of the managers use the 11 unpatterned interview" which 
in most cases do not accomplish the purpose of a well directed inter-
communication between employer and employee. Managers are not trained 
for interviewing, generally, and they heavily trust on their own job 
experience. "The lac~ of qualified interviewers is undoubtedly a weak-
ness of our selection procedure in this country, 11 77 states Marco Andrade 
personnel director of Shell Colombia S.A. 
Competitive advantages which some companies enjoy because of 
patent rights, location, special market conditions or by virtue of having 
gained leadership over competitors, often cause companies to practice 
inefficient personnel policies. 78 
Likewise, there are some companies which have been managed so that 
they may escape union organizations or governmental regulations in order 
to save money by not having the minimum requirements of personnel ad-
ministration.79 
The above reasons explaining why most Colombian companies are still 
using obsolete methods of management and antiquated practices of personnel 
relations are given as a matter involving the typical case of an average 
enterprise engaged in com:nercial business. 
Tentatively it is safe to say that 60 per cent of private business 
firms are operating under out-of-date and inefficient policies. The in-
efficiency of doing business still exists in those companies which are 
77Marco Andrade, see footnote number 55-
78chruden and Sherman, ~· cit., p. 31. 
79Ibid. 
less financially capable of improving productive systems, modernizing 
equipment, hiring skillful workers, and training executives. 
58 
Since 1955 the government has improved its steps in promoting a 
quicker and more technical industrialization of the country. Agreements 
with other governments have been signed in order to attract foreign in-
vestments. For instance, in November 1955, the United States and 
Colombia signed an agreement concerning the Investment Guaranty Program. 
Under this program the International Cooperation Administration (I.C.A.), 
au. S. government agency, was authorized to guarantee the exchange con-
vertibility of investments in Colombia. 8O As a consequence, in 1957 
the direct investments of the U.S. in Colombia totaled 297 million 
dollars which figures very high if compared with any previous year.
81 
All these features and the ones which may come into existence 
as time goes by are the hopes of changing the private business firm's 
picture towards a realistic and better situation. The more companies 
doing business in Colombia the greater the competition thus each company 
will produce at a higher rate of efficiency. 
80 
u. s. Department of Commerce, Establishing~ Business in 
Colombia (World Trade Information Service, Washington: U.S. Govern-
ment Printing Office, 1958). 
81 
For incentives to investments in other Latin American countries 
see William Benton, E_E· cit., P• 159. 
CHAPTER IV 
Evaluation of Personnel Practices as Found in Colombia 
a. Analysis of the different systems 
b. ConcllSions 
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a. Analysis of the different systems 
The actual systems of selecting people by business firms in 
Colombia will be analyzed according to the pattern as given in the 
second chapter entitled 11 Sound Personnel Selection Practices" of this 
thesis. A look both at the pattern of personnel practices outlined in 
Chapter II and the practices of Colombian companies shows that there is 
a big difference between them. In this chapter, number four, an analysis 
of the differences is the purpose of our present chapter. 
First of all it is observed that businessmen in Colombia complain 
about high costs of production and high employee turnover. The em-
ployee turnover was mentioned in Chapter No. I as a consequence of 
poor selection technique when it was said that the parent of turnover 
was poor selection. To place a person into a job by guesswork without 
a test to prove his mental capacities or without having any basic 
knowledge concerning his willingness to work and ability for getting 
along with others, dismissal may be inevitable. If this h ppens to a 
number of employees the costs of the companies may increase consider-
ably in the long-run. Among the 75 American companies, responding to our 
questionnaire, not one seemed to be greatly affected by employee t urn-
over. As a matter of fact, all of the companies by means of a careful 
choice of applicants achieved a high level of employee stability. The 
American Can Company, for instance, follows a very simple but effective 
way to assure good candidates. By means of clear statements of job 
requirements, thinking and planning ahead, by giving a previous notice of 
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employee needs, and by interviewing and testing, this company has prac-
tically eliminated its employee turnover. 
There is no proof that Colombian business finns are using their 
personnel departments for the purpose of developing programs and activ-
ities to infonn employees about company policies. "Personnel depart-
ments seldom publish written pamphlets or bulletins infonning the em-
ployees about their operat·ons or news that may interest all of them11 ,
82 
writes Nelson Arias manager of Industrias Necar Ltda of Bogota. This 
lack of communication causes disinterest, ignorance, and little concern 
about the company on the part of the wage employee; these are barriers 
to a good understanding between management and employees. None of the 
Colombian respondents reported the use of written infonnation containing 
outlines of their policies and aims toward employees. Instead, one out 
of three American firms sent pamphlets, manuals, magazines and differ-
ent publications about their personnel policies in reply to our question-
naire. 
The needs for new employees are not often foreseen by most 
Colombian entrepreneurs. The personnel departments do not know th ir 
exact needs far enough in advance to properly find new employees. The 
results of this are greater production delays and more need for overtime 
to meet schedules. In the United States, companies such as ~estinghouse 
Electric Corp., Aluminum Corp., Cance., and others, the department in 
need of an employee gives a minimum of 36 hours notice to the personnel 
department. 
82From a personal letter written by Nelson Arias manager of 
Industries Necar Ltda of Bogota, November 1962. 
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Sources of Labor - The sources of labor are limited and the 
opportunities to find better personnel are few. Many Colombian companies 
do a poor job of recruitment, thus when they need a new employee instead 
of thinking about the many ways they might attract the type of person 
required, they simply place a newspaper ad. 11Good recruiting requires 
creative thinking and planning ; it requires the tapping of every con-
ceivable source of the type needed and the use of every proper means for 
attracting candidates, 1183 is the opinion of James F. Helms of American 
Investment Co. of Illinois which represents the concept of a great num-
ber of enterprises in the United States. 
Universities and high schools do not offer facilities to carry 
out a good college recruiting program. The effectiveness of a company 
embarked upon a program of college recruitment would be enhanced if it 
were aware of the nature of the on-campus facilities to implement the 
program. The records of leading universities in the United States indi-
cate that each year hundreds of business organizations undertake a pro-
gram of hiring on campus in order to satisfy their need for college 
trained personne1. 84 It is necessary that the larger educational insti-
tutions maintain student placement services, the objective of which is 
to facilitate employment of graduates. At some of the small colleges 
supervision of this function may be only a part-time activity of the 
Dean, assistant Dean of college, or someone of similar responsibility. 
83From James F. Helms personnel director of merican Investment 
Co. See footnote 22. 
84see Wallace Jamie,~·~' P· 1. 
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For recruitment through employment agencies it should be said 
that they cannot be expected to make referra sunless they are regularly 
contacted and are given ideas and material to assist thern in their 
efforts. 
Using friends of present employees is one of the most valuable 
sources for obtaining new workers when used adequately. Every effort 
should be made to cultivate a feeling of responsibility in this matter 
so as to reduce to a minimum the danger of suggesting unsuitable workers. 
It should be made unmistakably clear that each applicant, recommended 
by a present employee or an outsider, will be subjected to the same 
thorough interview and impartial scrutiny of the employment office as 
are given to workers recruited through other channels. With these pre-
cautions there will be little reason to fear that executives and employees 
will try to hire undesirable and incomretent relatives or friends. 
Procedure - The replies to the questionnaires suggest that 
Colombian officials have long failed to supervise their interviewers 
adequately. These executives know that many outstanding people have 
been turned away or lost to other companies because of ineptness in the 
interviewers. 11Too much talk and not enough listening, snap judgments, 
and poor interviewing techniques are the most frequent sources of inter-
viewers mistakes, 1185 according to Dr. Ernesto Amador personnel consultant 
of a number of Colonbian companies. Also, he states that "No more than 
5 per cent of the companies use the patterned interview and no more than 
85 From Dr. Ernesto Amador director of Laboratorio Psicometrico. 
See footnote No. 60. 
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2 per cent have training programs for inte viewe1&.1186 
ince the interview in Colombia is very important int he selec-
tion pr cedure, it seems clear to emphasi~e the need for a better 
intervi wing system. The interviewer has one of the most corr.plex of 
all jobs. He needs knowle ge of psychology; he should have thorough and 
up-to-date lu1owledge of job requirements and those of his organization, 
in particular; and he must be able to relate these factors to the problem 
at hand and so project the behavior of the applicant. Because of the 
comp exity o.f t e int rvlewer' & ·ob and his i.mporta1 ce in helping the 
compa1y, Colonbian busines finns should seek the way · of improving the 
effectiv .ness of their own interviewers. :Milton M. Mandell of tbe 
America11 !' anagement As ociation in his research study The Employment 
Interview report the follow· figu es as to the number of speciali.ze 
interviewers employed by 273 American companies. 
Total 
Interviewer Specialize 
Interviewers do not speci lize 
o answer87 











From Dr. Ernesto Amador director of Laboratorio Psicometrico. 
See footnote No. 60. 
87 
Milton M. Mandell,~• cit . , p. 41-
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In Colombia the actual number of speci alize interviewers working 
for the 25 firms respondents is: 
No . of ComEanies Per Cent 
Total 25 100 
Intervie e s s ecialize 2 8 
Interviewers do not, s ecialize 20 80 
1 o Ans er 3 12 
Te~ ing is not as important as it should be in the selective 
proces • y emp~oyers ar doubtful about the results of tests and do 
no trust in ·hat tests can do. Experience has conclusively shown that 
the best use of ests lies in measuring what an applicant can do. }orc-
over, since test provide a u~·eful measure of what an applicant can do, 
they logically should constitute the next step in the processing of 
a_ lie .ts who meet the ere ning star-dards . In reply tc or question-
nair , rthur Dale, er onnel manager of Xassell Manufacturing Corp. 
of Pennsylvania included a list of 220 Americ n companies actual ly 
he esting sy tern given by Indu tri 1 Psychol gy of ·ew York . 
In Colombia he compa.nie~ usiP.g any kind of tests amo t to 4 as sho~m 
in Table 4 of Chap er III . 
To obtain better results from tests, companies have to face the 
decision s to which tests should be used for the different openings, 
and this requires an expert's advice . In no event should a company 
en rust this assignment to untrained emp oyees, no matter how well-
intentioned they may be. This is a high y technical field , and if good 
rec:-ults are to be obtained, only skill ed specialists should be employed . 
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Most application blanks contain a request for the names of refer-
ences who can and will provide information about the character or per-
formance of the applicant in positions previously occupied. The general 
purpose of such references is to provide a means whereby the facts 
ascertainable from the application blank, and perhaps a preliminary 
interview, may be checked and supplemented by communication with other 
persons who know the candidates. 
Whether or not a request for references is to be included in the 
application form depends upon the use that is to be made of them. The 
letter of recommendation as requested by a number of Colombian companies 
does not give any valuable information since 11 the recommendation is 
understood as the praise of a person to introduce him to another without 
a true evaluation of his personal traits, 1188 states Y.arco Andrade of 
Shell Colombia S.A. The practice of recommending an employee highly 
to another company in order to get rid of him is not unusual. For this 
reason, in writing to ref rences, specific questions should be asked. 
No matter how convincingly worded, letters of recommendation must be 
read for what they do not contain as well as for what they do contain. 
The personnel director of Compania Colombiana de Seguros states 
about the weakness of the selection process he considers most predom-
inant in Colombia, 11 In Colombia the most outstanding weakness is that 
the selection process is made mostly based on personal intrigue and 
paternalism regardless of the technical or professional capacity of 
88 Marco Andrade, see footnote Number SS. 
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the applicant. 1189 
In similar terms, the industrial relations manager of Empresa 
de Telecomunicaciones (Telecom) says about a common practice of hiring 
personnel for private companies, 11 The tendency to accept applicants who 
do not meet the minimum requirements for the job recommended by 
politicians or friends is one of the most frequent weaknesses in the 
s lection process. u90 
The physical examination is given before the placement of the 
new employee and it is practiced by companies• own medical departments 
or by private practitioners selected by the prospective employer. The 
examination is considered important for all personnel managers because 
it may show any diseases or physical defects that the applicant may 
have which companies will not cover in their health insurance for em-
ployees. In case the new employee already is affected by a disease he 
mu~t sign at the labor office for resignation from coverages of the 
affecting disease. 
The task of induction and placement of the newly hired is becoming 
increasingly important . Many business organizations have instituted a 
well-rounded induction program designed to introduce the new employee 
to the job and to his fellow workers and to help him fit into the organiza-
tion. The induction function has been recognized as highly important in 
erms of employee success and satisfaction. 
89From the questionnaire asked of personnel director of 
Colseguros in Bogota, January 1963. 
90From the questionnaire asked of manager of Industrial Rela-
tions of Telecom in Bogota , January 1963. 
However, it is necessary to make provisions for furnishing 
applicants and new employees with brief statements of labor policies 
and working conditions. The induction - placement program of manage-
ment should bring to the new employee points such as, a feeling that 
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he belongs to the organization, an awareness of his privileges and 
rights, a realization of his responsibilities, and an importance of his 
job. The consideration of these facts may help new employees recognize 
their values and to motivate themselves in the future. 
The following are conclusions that may be obtained from the above 
analysis. 
b. Conclusions 
So far, the situation of Colombian private companies concerning 
personnel selection practices has been discussed. From the analysis of 
those practices, in which weaknesses and sound points have been stressed 
as they appear far from or close to the pattern of Sound Personnel 
Practices, several conclusions may be derived. 
As has been said before, American business firms are efficient and 
their policies of personnel selection fall close to our model mentioned 
above. A tentative conclusion that may be drawn is that a proper selec-
tion of employees has a significant place in the efficiency of these 
companies. From this research it may be inferred that the methods of 
personnel administration used by American firms are superior to those 
used by Colombian firms whose practices fall far from our pattern. 
Logically, the firms adopting better personnel policie will be more 
efficient and more profitable than those which do not . These firms 
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are more profitable because their production costs are lower. The ·r 
costs are lower because of their high production per unit obtained from 
productive factors . Among these productive factors the human represents 
a significance source of benefits. 
From the study of the pr·vate business firms of Colombia, the 
conclusion that the human factor represents a significant source of 
waste, seems to be clear. According to a recent study by Carlos H. 
Triana, "such waste varies from 400 to 500 Colombian pesos per worker1191 
which represents a high cost for those companies. These costs are the 
result of the use of nontechnical methods of ~ersonnel selection when 
better ones can be instituted. 
On the other hand, the personnel turnover leads to the increase 
of overhead outlays since management has to repeat the recruitment 
effort with the logical wastes of time and money. "Then is a very 
close relationship between the standards of employee selection and the 
rate of ersonnel turnover, 1192 writes the personnel manager of Burroughs 
Corporation, International Division, in his mnual to Distributors as 
a consequence of a research made in a foreign co ntry. 
91 
Carlos H. Triana 11 Procedimients de Seleccion de Trabajadores 
de Flantas Industriales (Bogota: Servicio acional de prendizaje -
Sena , 1962), p. 9 (Mimeographed). 
92 
From the Distributors' Manual of Burroughs Corporation -
International Division, November 1962 . 
Al s o in t he same report he says, 
Turnover causes loss of business and loss of good will through 
poor representation of the distributor firm. Turnover lowers 
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the morale of the rest of organization, including the good em-
ployees. This is particularly true if the hire and fire technique 
is employed . This especially is likely to be the feeling if the 
company has failed to take proper steps to insure the suitabil-
ity of the applicant before employing him.93 
Colombian firms tend to lack communication with their recruiting 
sources. The maintenance of contact with recruiting sources to insure 
continuity of effort and interest is most important . When the help of 
people or organizations is sought in the recruiting prcblern there are 
some factors that should be con idered, such as securing cooperation by 
emphasis on job opportunities , explaining job requirements and qualifica-
tion standards, and maintaining contact to keep interest and support 
active. Infor:native 1·terature concerning the firm and its products , as 
well as infer.nation rega~iing the positions available , should be dis-
cussed and left with each recruiting source. Case histories of success-
ful men showing their progress and advancement in the business have 
often been used to a good advantage. This is part~~ularly effective 
if some of the individuals described were actually referred by the re-
cruiting source being contacted. 
Recruiting sources have difficulty in referring qualified candi-
dates to Colombian firms because qualification requirements are not 
thoroughly explained to them. By explaining the job description and job 
requirements better results should be expected from the sources. 
93Burroughs Corporation . See footnote ro . 92. 
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The waste of human factor, the personnel turnover, the lack 
of communication of employer and the recruiting sources, and the de-
ficient methods of interviewing and testing can be pointed out as the 
main wealmesses of personnel practices of Colombian firms and also as 
the main differences with the practice of American firms. Also, it 
shou d be said that because of these deficiencies there is an increase 
in the costs of production of Colombian firms. Perhaps because of the 
11hidden11 nature of these expenditures managers tend to overlook the 
waste of time and noney. A contemporary economist expressed the idea 
that 11 costs due to labor inefficiency are not so quietly seen as are 
the other costs. 1194 The Northeastern Council for Latin American and 
Interamerican Studies of Philadelphia in its book, Development PrograffiJTling 
and~ Investments, enumerates some factors delaying the economic 
growth of Latin American countries, some of which are concerned with 
private firms, 
One of the weaknesses is found in the administrative and 
political framework within which private enteI.rise functions. 
A second obstacle to the rapid expansion of output per head 
is the relative dearth of capital. In the third place, tech-
nical knowledge is not widely distributed nor the means for 
imparting it available as yet on an extensive basis. There 
are also removable barriers to the rapid expansion of output 
in the form of unsound poli ies respecting agriculture and land 
use. 
In the fifth place, tax policy and administration leave much 
to be desired. Sixthly, ~ducational l~vels_are too low and . 95 an excessive nu.mber of children are still without formal schooling. 
94Paul H. Douglas "Plant Administration of Labor11 , Journal of 
Political Economy, XXVII (July 1919) 544. 
95The Northeastern Council for Latin American and Interamerican 
Studies. Develonment Programming and U.S. Investments (Philadelphia: 
University of Pennsylvania Press, 1956~ 70. 
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The main conclusion brought out from this study of the North-
east ern Council, was the need of establishing training and vocational 
s chools which prepare laborers in several human acti vities. The direc-
tors of enterprises have to realize that the scientific selection of 
personnel leads to greater production, better human relations , and a 
f aster development of countries. 
In countries like Colombia which offers sound investment perspec-
tives because of its wide economic potential, the growing national 
production requires a qualified human factor in proportion with new 
fields of labor. This is a reality which is increasi gly becoming more 
demanding of effective action from businessmen engaged in industrial 
activities. Also this action is expected from the government if the 
undertaking is to be fast and effective. 
The Colombian government has already started giving its support 
to private enterprise. Included in these supports are: taxes and 
tributary incentives, the regulation of foreign investments with certain 
favorable considerations, and entitlement of forei5ners with the right 
of association through the recognition as juridical persons of their 
associations and foundations that are not contrary to good morals or 
the public order. Also the government gives support by financing several 
technical institutes for workers to receive industrial education so 
they will improve their efficiency at work . In the Appendix of this 
thesis more details pertaining to investment of foreign capital and tax 
incentives will be given. 
From these considerations of what is happening in Colombia to the 
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private sector it is conclusive that the country is directing efforts 
toward better economic levels by means of more efficient production. 
More efficient production implies a rise in the ratio of output to in-
puts. To achieve this goal the productive factor, labor, as the most 
important input, requires special consideration for its improvement. 
Therefore, to recognize the advantages of careful selection of workers 
and appropriate fitting of personnel to the positions to be filled is 
of primary importance. 
In the following chapter under the outline of "Key Suggestions 11 , 
some recommendations for businessmen are given in order to help their 
personnel departments in the selection of new employees. Also, some 
other considerations that may satisfy the needs of their actual employees 
in a better way are discussed with s _ecific reference to Colombian 
enterprises. 
CHAPI'ER V 
Ways for Improving the Personnel Selection Practices in Colombia 
a. Key Suggestions 
b. Conclusions and Findings 
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a. Key Suggestions 
The following suggestions are directed primarily at Colombian 
private business firms. They have been deduced from the pattern of 
Sound Personnel Selection Practices , subject of the second chapter of 
this thesis, and from the answers given by American private companies 
pertaining to their basic considerations in the organization of their 
personnel depart~ents. These suggestions will be listed as policies 
which must be performed for every company and will be followed by short 
comments. 
1. To know the organization and the jobs to be filled. The 
executives of the personnel departments and the inverviewers must have a 
reasonably good knowledge of what functions are to be performed by each 
job in order to detennine the qualifications that employees need t o 
perform these jobs. The process of gathering, analyzing, and recording 
information concerning the duties, responsibilities, and qualifications 
that are required of the individuals performing each job provides the 
data that is recorded in the description and specifications for the 
different jobs.96 
2. To develop a sound personnel program observing size of the 
company, operations performed, location, and qualifications of the per-
sonnel staff is very important for management to obtain ma.xi.mum contribu-
tions from its employees. Some basic considerations on developing a 
96 Robert L. Thorndike, Personnel Selection Test and Measurement 
Techniques (New York: John Wiley & Sons , Inc., 19'Ii9f,° P• 3. 
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personnel program are later discussed in this chapter. 97 
J. The establishment of a recruitment program on campus involving 
the participation of the college, the graduate, and the company will en-
hance the opportunities of finding creative people. Campus recruiting 
is a cooperative undertald..ng and its success is substantially dependent 
upon the spirit of cooperation existing between these participants. By 
means of college placement offices, companies enhance their opportuni-
ties of contacting college graduates able to perform in a number of 
fields. To assure a sound campus-industry relations, companies must 
. 98 
be explicit as to the job descriptions and job requirements. 
4- To set up a selection process tailored to the individual needs 
of the company concerned and cultivate the individual sources of employees 
from which the company ca recruit. The process of selection is de-
pendent upon determining the job requirements, establishing manpower 
needs , and the recruiting of personnel by each company. Its purpose is 
to pick out the individuals most likely to succeed on the job from among 
those who have been recruited. An evaluation of its effectiveness must 
be done fran time to time by comparing the perfonnance of new and old 
workers. 99 
97 Georges. Odiorne, "Gearing Personnel Plans and Programs to 
Organization Needs", Personnel Administration, XXIV, o. 5 (Sept.-Oct. 
1961) 11-17-
Also, Llewellyn 1~. Wiley, "Does Industry Need Task_ u.alifications 
nalysis?" Personnel Administration, XXIV, No. 2 (March- pril 1961) 23-JO. 
98Janie Wallace,~· cit., P· J..4 . 
99From the answers to the questionnaire given by the personnel 
director of The Bassick Company of Bridgeport, Connecticut. 
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5. To recruit personnel in advance of company needs will help 
avoid improper selection. Factors such as anticipated growth of the 
organization, expanded special programs of sale or manufacture, and ex-
pected trend of the industry, etc., should be constantly studied.lOO 
6. To attract creative people by means of just salaries, satis-
factory working conditions, and opportunities for advancement within the 
company is a main requirement to assure better candidates. 101 
7. In order to fulfill objectives such as, win the confidence and 
good will of the new employees, make them want to continue working with 
the company, reduce labor turnover, etc., a proper introduction of the 
new employees to their wor'r, their surroundings, and their fell ow 
workers is well recommended to every company. This introduction or in-
duction rocedure must give the new employee essential facts concern-
ing company history such as ho it started and expanded, discussion of 
the policies toward the company's employees and the explanation of the 
new employee's position in relation to the entire organization of the 
102 company. 
8. To consider each applicant on the basis of worth-while and 
life-time employee. Companies want people on jobs as steady employees 
and endeavor at all times to provide uninterrupted employment. pre-
103 
requisite to accomplish this goal is a carefully designed hiring procedure. 
lOO American Ca Corny--.any of New York, See footnote !'. o. 22. 
10¾arley Iams,££• cit., PP• 4-9. 
102America Can Company, "Orientation Program for New Employees 11 • 
From a !'Ianual for Employees, P· J. 
l03From the answers to questionnaire given by Willard E. Smith, 
Assistant Vice-President of First Merchants National Bank of New Jersey. 
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9. To hire people first on a temporary work basis, if possible, 
to see how they fit it. If that is not possible then hire them on a 
tri 1 period before they become permanent employees. 104 
10. In selecting applicants look for the following features: 
interest, education, past record, irdustry, ability to get along with 
others, health, leadership, experience, as being the most important 
factors to assure success from individuals.105 
ll. To delegate authority to the personnel department is a need 
that management cannot overlook. The personnel department must have 
enough authority in making its mm decisions to select people for the 
company. Management should share its responsibility with the personnel 
106 department. 
12. To conduct the personal interview with the intent to learn 
as much about the applicant as possible. The patterned interview per-
mits the structuring of the interview to get the information system-
atically and chronologically in each of the major areas cove ed. A form 
for use in the patterned interview provides a l~rge number of detailed 
questions to ask the ap licant, with clues to the interpretation of the 
answers. Some examples of this form will be given in the Appendix of 
104 From the answers to questionnaire given by the personnel 
manager of Cit-Con Oil Corporation of Lake Cha1·les, Louisiana. 
l0.5 rom the answers to the questionnaire given by Pat Doyle, 
personnel director of Best & Company of New York. 
106Frcm a personal interview with ""·· E. Hercher, Chief Personnel 
Technician of Associated Personnel Technicians of Wichita. December 1962. 
Permission to state his opinion secured. 
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this study.107 
lJ. To keep careful records of all a plicants and maintain 
continuing evaluation of the ·r performance is an excellent source of 
information for promotions and future openings. The procedure for evaluat-
ing personnel is commonly referred to as performance evaluation and is 
customarily reported in the form of a rating to which different terms 
have been assigned . Methods of personnel evaluation will be explained 
in the Appendix. 108 
l.4. In hiring wo1kers look first for ability and dexterity and 
when hiring supervisors and white collar employees, mental ability and 
1 d h . . 1 · t . 109 ea ers ip are prime qua i 1.es. 
15. To establish a personal relationship with employment 
agencjes ad with school placement directors. By being friendly, pleasant, 
and cooperative, companies can obtain valuable assistance from them. 
Ccmpanies must explain in detail to placement offices about their man-
power needs, job requirements, and job specificationi: in order to con-
tact the candidate with the required qualificatiuns.110 
107 Milton M. Mandell, op. cit., p. 22. 
Also, from the answers to the questionnaire given by the per-
sonnel director of utomatic Steel "Products Inc. of Canton, Ohio. 
l0BFrom the answers to the questionnaire given by the personnel 
director of The Carter's Ink Co. of Cambridge, ~assachusetts. 
l09 1 · t · · th r.• · H h Ch· f P onn 1 From a persona 1.n erv1.ew wi ri. .i:,. ere er, 1.e ers e 
Technician of Associated Personnel Technicians of Wichita. December 1962. 
Permission to state his opinion secured. 
llOAmerican Can Company of New York,~· cit., P• 13 
80 
16. When reque ting letters of recommendation specific traits 
about the applicants should be asked. A recommendation is to describe a 
person from all significant points of view and should cover human traits 
such as physique, mental capacity, energy, character, personality, 
temperament, and attitudes toward associates. Even confidential letters 
from personal friends must be searched to check what has been unsaid in 
order to make the prospect's infonnation as complete as possible.
111 
17. To select the right kind of tests in hiring managerial 
personnel and blue collar wo kers is very important. In alIT.ost any situa-
tion in which tests are being used for personnel selection and classifi-
cation, there will be a number of tests that are candidates for the 
selection battery or set of tests. The problem is to determine what 
efficienc of predicticn can be obtained from the tests together in teams 
and combirations, and with what weights the tests should be combined to 
. f d. t· 112 yield the maximum accuracy o pre ic ion. 
18. To develop a special test scoring key for the company which 
reflects the standard of acceptability for whatevt r employee group 
the test is intended to screen. How to develop a company's scoring key 
ll3 
is discussed at the end of this part of chapter four. 
lllRobert W. Adams,~• cit., P• 236. 
112·/ayne Kirchner and others, "Selecting Foremen with PsJ cho ogical 
Tests". Personnel Administration, XXIII (November 1960), 27-29. 
Also, R. F. Bro.,m, 11 The Tests that heli; you Find Hidden Talent". 
Supervisory: Management, V (January, 1960), 57-~8. 
ll3Clyde Harden, 11 Selection Tests: How to Develop Your Own 
Scoring Keyn. Personnel (January-Debruary, 1960), 65-68. 
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19. To train thoroughly the personnel managers in the personnel 
f "eld from a psychological standpoint as well as others. Heads of per-
sonnel departments should be specialists in personnel management so the 
organization and the personnel programs will be highly technicai.
114 
20. Training programs for employees must follow the selection 
procedure to assure better employee performance at work. The training 
program should be designed to accomplish aims such as: (a) to prepare 
the newly hired for advancement within the company and (b) to assist him 
in hi ... professional advancement . ll5 
Basic principles of human relations like the ones mentioned above 
are followed by most United tates private companies. If the above 
suggestions are followed and adjusted to the individual characteristics 
and needs of each business firm, results such as improvement of personnel 
and better competitive situation of companies may be expected. Proven 
procedures should take the guesswork out of companies' hiring, since 
the personnel decisions will be based upon sound principles. The more 
the companies use stable procedures the easier the job of hiring will 
become. Companies should lan ahead for employment needs so they will 
select better employees and will not waste time refilling jobs. 
Now let us consider first some basic point.sin developing a 
personnel program and then, some principles on selection tests and 
ll4From the answers to the questionnaire given by the personnel 
director of Birmingham Trust National Bank of Alabama. 
Also, from the answers to the questionnaire given by the 
manager of the Central Employment Office of Standard Oil Company Inc . 
of New Jersey. 
ll5A Carrier For You with Alcoa, ~• cit., P • 9. 
. 
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scoring keys for companies. 
Developing a Personnel Program - Certain personnel functions must 
be performed by every company regardless of its size or the nature of 
its operations. Every company, for instance, must find employees when 
needed, remunerate them, maintain cordial relations with them, and moti-
vate their performance to increase satisfaction from their jobs. 
Chruden and Sherman in their book Personnel Management bring 
some considerations upon the development of a personnel program in order 
to obtain from its functions a maximum contribution. Some of those 
considerations are: 
1. "The personnel program must fit the needs of the organization. n116 
It has been observed that some companies pattern their personnel program 
from other business firms which have been operating successfully in the 
hope that the program will fulfill their own needs. A personnel program 
that is highly successful in one company may not be so in another because 
of the different conditions affecting its operations. By all means, the 
borrowing company must adapt the program to fit its own needs adequately. 
2. "Good communication must exist. 11117 In order to avoid mis-
understanding between management and employees a good communication 
should be maintained. Such communication includes media as magazines, 
bulletins, meetings, and also attitudes and feelings toward employees. 
116 
Herbert J. ChrudenandArthur~:. Sherman, Jr., .£E· cit., p. 28. 
117Ibid. 
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3 11 S d b . f d 1 · 
118 
• oun as1s or wages an sa ar1.es determination 11 • It 
is very important that the system used to determine wage payments insures 
that the differences in wages paid reflect the differences in the quali-
fications and performance required of employees in these jobs. Good 
objective means for determining wages and salaries influences efficiency 
and morale. 
4. "Develop good union relations. 11119 A company's personnel 
program can have an important influence upon its relations with unions. 
If good union relations are maintained a company will have better oppor-
tunities to develop the type of program that it needs. 
5. "Provide adequate opportunities for employees to achieve 
work satisfaction. 11120 The fact tr...at there is much personal satisfac-
tion to be gained by employees from doing their work well is frequently 
overlooked. In order for work to provide a source of satisfaction, the 
duties and relationship of each job must be organized properly and under-
stood thoroughly by the personnel performing these jobs. 
Developing companies 1 scoring keys for selecti n tests - A score 
key is a guide which contains the minimum grading points expected from 
employees in the answering of selection tests. 
In the field of personnel management there is still some dis-
cussion as to what extent tests are valuable in selecting employees. 
118 Chruden & Sherman, _£E. cit., p. 28. 
ll9 Chruden & Sherman, E_E• cit., p. 29. 
120Ibid. 
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Although most companies use them it cannot be denied that many companies 
have had disappointing experiences with these instruments. 
The Quaker Oats Company of Chicago experienced with one of its 
sales groups validating a test battery or group of tests on their 
om employees and the results were a significant decrease in the selec-
tion errors. The method followed by the Quaker Oats Company is not 
limited to salesmen selection but it ie equally applied for any employee 
group. In a simplified way the procedure is this: 
Step 1. 11Select a battery of tests that best measures the traits 
identified and administer this to the present employee group. 11121 
Once the personal requirements of the job have been established, the 
next step is to choose an appropriate test battery and administer it 
to the present members of the employee group for whom the key is being 
developed. 
Step 2. "Group the perforrr.ance ratings obtained from the admin-
istration cf tests into three categories - high, average, and low. 11122 
The most practical way to group performance ratings i s by thirds - a 
high, an average, and a low. 
Step 3. 11 Determine which items were answered differently by 
the high and low groups. 11123 To identify those items on the test that 
show a meaningful relationship to performance it may be advisable to 
121c1yde Harden, ~• cit., P· 65. 
122 .d 66 Ib1 ., p. . 
123Ibid. 
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enlist the aid of one of the company's statisticians, a reliable con-
sultant, or a qualified psychologist. 
Step 4. "Construct a key scoring only of the 11good" items in 
both studies. 11124 To accomplish this step it is advisable to consult some 
forms used by Flanagan and Thurstone who have a number of items already 
underlined relating to different employees' perfom..ances. 
Step S. 11Score all answer sheets with the new key and plot the 
relationships between the new scores and performance ratings. 1112> Take 
all the answer sheets, score them with the new key, and plot the scores 
against the perfom..ance ratings. 
Step 6. "Establish a practlcal cut-off score. 11126 This cut-off 
or divisional average line is best done diagranatically indicating that 
the cut-off screens out most of the low group, half the average group, and 
a '11i::iimum number of the high group. Although the cut-off does not have 
to be exactly like this it should, however, approach as closely as 
possible to the considered case. 
Step 7. 11 Evaluate the effectiveness of the m .. r key as a selec-
tion tool. •1127 The final step in the procedure is to deter:ni e how 
effectiv-e the new key actually is as a selection instrument by corn'l)ar-
ison of present figures with old ones. In the case of ~aker Oats Conpany 







they decreased the losses of new employees from one out of three to one 
out of nine men hired and performance ratings of the new men were good. 
Fi ally it may be said that while this procedure may not satisfy 
the most rigid standards it does meet minimal requirements to improve 
the scoring key of tests in most companies. 
Conclustons and Findings 
In this thesis has been discussed the weaknesses of the person1el 
selPction practices of Co ombian private companies and the possible 
ways to correct them according to their available resources. By avail-
able resources it is meant the human and industrial assets actually 
usable by the business firms in Colombia. The key suggestions given 
above involve every possibility, as can be seen, of realization of 
better obj ~tives without making big structural changes in the actual 
organization of those companies. 
The paper has attempted to point out the main i~atures of today's 
personnel practices of United States and Colombia private conpanies. 
Throughout the research it was assumed that efficiency increases when 
companies follow good selection programs. Attempt has been made to 
explain why Colombian businessmen follow certain personnel selection 
practices. Althcugh there are more reasons which could be broubht into 
the explanations of Colombian personnel practices it was difficult to 
gather enough sources of information to back up our knowledge. There 
87 
has been limitations as to written material and publications of personnel 
departments of Colombian firms revealing their personnel programs. 
In several parts of this research emphasis was placed on the 
need for an effective organization of the personnel de artment~ in 
order for companies to coordinate the activities of t~eir employe sin 
the achievement of their objectives. Also it was said that every company, 
regardless of the nature of its organizational structure, must have 
qualified employees in order to operate effectively. nd it was con-
clusive that the recruitment and selection of such personnel can be 
accomplished more efficiently if the duties that each employee ·s to 
perform are analyzed carefully and described accurately. 
It is sincerely trusted that if Colombian business firms started 
giving their personnel offices the confidential place they should have 
within the organizations , the function of providin~ companies with 
specialized personnel services in a consistent way would be enhanced. 
However, an immediate change of the business situation in Colombia 
cannot be expected. This is a task that companies wil_ accomplish year 
by year each time better. The most important factor is that there is 
a desire of progress by the employment of more technical means to 
achieve the objective of every single competitor in a free economic 
system, that is, efficiency. 
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APPENDIXES 
APPENDIX A 
Salesman's Patterned Interview 
Sales Unit or Plant --------- -
Applicant's Name ___________ Interviewer _____ Date ___ _ 
Manager's Appraisal: 
This man should be checked from time to time on 
General coT11nents --------------------------
Present address City How long at this address? -------- ----
Previous address ________ City ____ How long at this address? 
ifuy are you applying for work in this compa y? -------------
Jhat is there a bout our job that appeals to you? --- ---------
WORK EXPERIENCE 
Last or Present Position: 
Company ______ Ci ty _____ From ____ l9_ To _____ l9 __ _ 
How did you get this position? ____ _ Was it part time? ------
Full-time? ------
What was your work at the start and what other jobs did you h ld in the 
company? ______ ______ Salary at start __ Salary at leaving_ 
Who is or was your superior? _ _ ___ How do or did you and he get along? 
What supervisory responsibilities did you have? - - ---
What records did you have to keep? ____ Did you have to handle money?_ 
What did you like about your work? ____ _____________ _ 
Jhat did you dislike? _____________________ ___ _ 
Why did you leave? _________ _______________ _ _ 
vJhat made you deci de to quit at this particular ti.~e? ________ _ 
What part-time jobs do or did you have? _______________ _ 
Next to Last Position: 
Company ______ Ci ty _____ From _____ l9 To ____ l9 
How did you get this position? _____ Tlfas it part-ti:ne? __ Full-time? 
What was your work at the start and what other jobs did you hold in the 
company? Salary at start ------------- ---- Salary at 
leaving _______ _ 
Who was your superior? How did you and he get along? ------ -----
What supervisory responsibilities did you have? ------------
What records did you have to keep? ____ Did you have to handle money?_ 
What did you like about your work? ------------------
What did you dislike? -------------------------
Why did you leave? _________________________ _ 
What made you decide to quit at this particular time? ________ _ 
Other Positions: 









l. __________________________ _____ _ 
2. _______________________________ _ 
3. _____________________________ _ 
Other Work Information: 
Why do you think you cans ell? ___________________ _ 
What attributes do you have that qualify you for a sales job? ____ _ 
(If applicant has had other jobs) Which of your previous jobs have you 
enjoyed most? ____________________________ _ 
On which job have you been most successful? _____________ _ 
Why? --------------------------------
Any experience in meat cutting, meat markets, or grocery stores? ----
How did you (or how would you) like it? ----------------
I f employed, would you agree to an assignment elsewhere? --------
How would your wife and family feel about moving? -----------
Fow soon can you start work? ___________ If unemployed since 
l eavi ng school, how long were you out of work? -------------
How did you spend the time? ---------- ------------
How did you support yourself? --------------------
Have you ever drawn unemployment compensation? (If yes) When and ---
how long? ------------------------------
DRIVING RECORD 
(If car is owned) What is its make , age, and condition? --------
Is it paid for? __________ Do you have a driver's license? __ _ 
What accidents have you had while driving? ______________ _ 
Do you have a chauffeur's license? Has your license ever been ----
revoked? For what? ------ -------------
What fines have you paid for traffic violations? ___________ _ 
What other arrests have you had? _______ What were the charges?_ 
SCHCOLING 
How far did you go in school? Grade: 1 2 3 4 5 6 7 8 G ___ High School: 
1 2 3 4 G _____ College: 1 2 3 4 G ___ _ 
Principal courses: ______________ Degrees _______ _ _ 
What was your average grade in last school attended? _________ _ 
ge at leaving school ________ D te of leaving school _____ _ 
If you did not graduate from high school or college , why not? -----
What correspondence, night school, or trade courses have you taken? __ 
Were t hey completed? _____ If not , why? _____________ _ 
While in high school, in what activities, such as athletics, debating 
t eams , or class politics , did you participate? -------------
Officer in any of these groups? ------ While in college, in what 
activities , such as athletics , debating teams, or class politics, did 
you participate? ______ Officer in any of these groups? _____ _ 
What was the principal source of your spending money while in high 
school and college? _________________________ _ 
(If not already covered) What school jo s did you h ve? --------
FAMILY BACKG OLJND 
Occupation of your father when you were growing up? _________ _ 
At present? _______ Number of brothers and sisters ______ _ 
Number older _____ Number younger _____ What financial help was it 
necessary for you to give your family while you were growing '?? ___ _ 
Occupations of your brothers _______________ _____ _ 
How did you spend your time after school and on Saturd ys? ______ _ 
How did you spend your summer vacations while in school? _______ _ 
To what groups such as Boy Scouts, Hi-Y or 4-H Clubs did you belong?_ 
Did you hold any positions of leadership in these groups? ______ _ 
How old were you when you became fully self-sup orting? _______ _ 
L ITUATI01 
Do you own your home? How many rooms? (Value)' ---- --- ---- --
Amount of mortgage $ ____ Ren (Amt.) .J> ____ Board ,;i _____ _ 
Live with relatives? ____ Is furniture owned? ___________ _ 
What does it cost you to l ive per month for everything? --------
What debts other than current living expenses do you have? -------
Have you ever been aued, had your wages garnished or assigned? ---- -
On your ast job how much money did you save$ What is ycur total -----
net worth (including savings , property, etc . )? $ ____ Do you give your 
parents , relatives , or others any support? _____ If yes, how much? 
What employment does your wife have? ______ Earnings? ___ _ _ _ _ 
What other source of i ncome do you have? ___________ _ __ _ 
How much insurance do you ca ·ry? Life ~ ---- ccide t ~-------
Health $ Automobile (Liab~lity) ----- If no insurance, .P ____ _ 
Jhy? (Property damage) , -------- --------
DO •lES TIC AND SOCIAL SITU TION 
Harried _____ (Datc ) _____ Single ____ Engaged ___ Widowed 
Divcrced ____ Separated ___ Dependents: Number ____ Ages ___ _ 
What domestic trouble have you had? _______________ _ _ _ 
Have you been married previously? ____ If yes, what date? _____ _ 
When did you separate? _____ Why? _______________ _ _ 
What does your wife think about selling as a career? _________ _ 
What do you and your wife do for recreation? _ ___________ _ 
What hobbies do you have? ______________________ _ 
Do any of youror your wife's relatives live with or near you? ____ _ 
Do you drink intoxicating liquor? ___ _ To what e:>..-tent·t ______ _ 
( oesn•t drink) _______ What type of personalities rub )OU the 
wr ong way? ____________________________ _ 
HEALTH 
What serious illnesses , operati.cns, or accidents did you have as a child? 
_________________ What illnesses, operations, or accidents 
have you had in recent years? ----------------------
Do you have trouble with: Rupture? ___ Nervousness? Rhe1..:natism? 
Asthma? ·eak back? __ Hay fever? Stoir.ach trouble? -------
Heart trouble? _____ T. B. ? _____ Other? ______ re you subject 
to sinus trouble or colds ? _________ How much time you lost because 
of illness in your last year o employment? ---------------
Does anyone in your home have ill health? ----------------
:MILITARY SERVICE INTERVIEI r 
This interview should be conducted and recorded on all persons 
who served in the armed forces. 
Branch of Service: Arrrry __ Navy :Mai ine Corps __ Coast Guard ____ _ 
Merchant Harine ____ How did you come to be in that brunch of service? 
HISTORICAL 
On what date id you enter the service: _____ Where and on what date 
wa your service terminated? _____________________ _ 
Rank when entered the service ____ R.3.nk when service terminated ___ _ 
Were you ever demoted in rank? -tJhen? _____ v-Jhy? _________ _ 
Were you in foreign service? No Yes Where? ____________ _ 
Date left? __________ Date returned? _____________ _ 
Were you ever in combat? No __ Yes In what campaigns: _______ _ 
What awards, citations, or mentions did you or your unit receive? ___ _ 
Ph'YSICAL CO IDITIO 
Were you ever hospitalized while in the service? No Yes 
If yes., for what? Where? Uhen? -------- ------- ------ -
For how long? -----------
Have you fully recovered? NO YES ---- ----
Do you suffer from any pemanent disabilities? 10 Yes ----
If yes, to what degree? -----------------------
re you dra.wing any disability compensation? No __ Yes Arnt. ~----
SOCIAL ADJUSTMErTS 
', ere you subjected to a~ disciplinary action while in the service? 
what was your reaction to discipline in the service? ----------
What do you think of the service as a career? -------------
1 as there anything you especially liked about the service? -------
Was there anything you e~pecially disliked about the service? -----
How were you treated by your officers or superiors? ----------
HIS CELLA NE OU S 
Have you ever taken any training at government expense, or r .:eived 
financial help from a Government bureau? No ___ Yes Specify __ _ 
Do you plan to take advantage of veteran's benefits in any way? ~o Yes 
Specify _____________________________ _ 
Are you in the National Guard? _____ When must you report for du~y?_ 
Are you in the reserve? No __ Yes __ Active __ Inactive __ If yes, rank __ 
If in reserves, when must you report for training and for how long? __ _ 
(If applicable) Why didn't you return to your pre-service 'ob? _____ _ 
What did you do immediately following your separation? ________ _ 
Under what circumstances was your service terminated? Convenience of the 
Government end of the term -----------
Medical _ ______ Dependency _____ _ Other ----------
What was the character of your discharge? Honorable? ___ \lithout 
honor? _____ Dishonorable? _____ If not honorable, why? ___ _ 
APPENDU B 
Methoda of Evaluation of Personnel 
Herbert J. Chruden and , rthur ',;. Sherman, Jr. in their book 












Ifothod of paired com. arisons 
Graphic rating scale method 
Forced distribution method 
.an-to-man method 
Check-list method 
Criti~al incident method 
Forced-choice method 128 Free-form eva uation method" 
brief explanation of these methods would be the following: 
(a) Ranking method. Under this method of evaluation each 
evaluator or rater a~ranees his men in rank order from the best to the 
poorest 
(b) : ·etho of paired com:9arisons. This method involves the 
comnarison of each individual with all of the others in the group 
(c) Grar~ic rating scale method. S8c trait or characteristic 
to be rated is represented by a line or scale on wtiich tre rat:;r i di-
cates the degree to which he believes the individual possesses the 
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( d, Forced distribution method. r11is method require;;; the rater 
to distribute his ratings in accordance with a pattern that confor;ns to 
the average distribution, thereby forcirg h..wTI to assign some low ratings 
to some employees and high ratings to others. 
(e) 1,an-to-rnem method. The man-to-man method involves a master 
scale for each trait. On this scale the names of men who a e known 
to the rater (usually present and past a~ployees) are located according 
to his judgment. 
(f; Check-list method. This method inrolves havi g the rater 
check those statements on a list that he feels are characteristic of the 
employee's behavior. 
128chruden and Sherman, op. cit., P· 216. 
(g) Critical incident ".llethod. The eval:.lator identifies, classi-
fies and, records critical incidents in employee behavior. 
(h) Forced-choice method. One type of forced-choice scale is 
made o.f groups of four statements (known ::ts tetrads), two of which are 
descriptive of desirable characteristics and two of which r1re descriptive 
of undesirable characteristics. The rater is resented with a list of 
tetrads and instructed to indicate in each the one statement that is 
most descriptive and the one statement that is least descriptive of 
the individual being rated. 
(i) Free-form evaluation method. Under this method the evalua-
tor is to comment in his own words about the employee's perfor~ance. 










































9. Colegio ~~yor de Nuestra Senora del Rosario 
10. Gran Co o~bia 
11. Jorge Tadeo Lozano 
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